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PRIVACY  ACT  ISSUANCES 


For  personal  visits,  the  individual  should  be  able  to  furnish  per¬ 
sonal  identification  containing  his/her  full  name.  Social  Security 
Number,  physical  description,  photograph,  and  signature. 

Contcstbig  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
Defense  Mapping  Agency,  ATTN:  Security  Office,  Building  36, 
U  S.  Naval  Observatory,  Washington,  D.C.  20303,  TELEPHONE: 
Area  Code  202/234-441 1 

Record  source  categories:  Information  originated  by  maintaining 
office.  Bases  of  billet  entries  are  approval  messages  or  correspon¬ 
dence  from  DIA;  bases  for  incuml^nt  entries  are  indoctrination 
oaths  executed  by  incumbents  at  time  of  indoctrination. 

Systeias  exempted  from  certain  provisions  of  the  act:  NONE 
B0S02-«3-2  HQ,T,H,A,S,I 

System  name:  302-03  Classified  Material  Access  Files 
System  location:  Primary  System  -  DMA  Security  Office 
Decentralized  Segments  -  Requesting  offices  at  DMA  and  or¬ 
ganizations  requiring  the  access  authorization.  See  DMA  Directory 
for  complete  address  listing. 

DIA,  JCS 

Categories  ol  individuals  covered  by  the  system:  Individuals 
authorized  to  have  access  ^o  classified  files 
Categories  of  records  in  the  system:  Documents  relfecting 
authorization  to  have  access  to  classified  material.  They  include 
forms  containing  individual’s  name,  and  signature,  classification  of 
files  concerned,  information  desired,  and  signature  of  an  official 
authorizing  access. 

Authority  for  maintenance  of  the  system:  Executive  Order 
116323/10/72;  Classification  and  Declassification  of  National  Securi¬ 
ty  Information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Office  -  Check 
of  authorized  individuals  for  access  to  classi  fied  material  and 
guard  authorization. 

Requesting  DMA  organizations  -  to  gain  approval  for  employees 
to  have  access  to  perform  their  duty. 

Requiring  DMA  and  other  Agencies  -  to  allow  employees  the 
right  to  use  classified  information. 

DIA  -  to  verify  who  has  been  granted  authority  to  Special  Securi¬ 
ty  information. 

JCS  -  to  verify  who  has  been  granted  authority  to  use  JCS 
papers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
nnd  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  folders  and/or  Kardex  book. 
RetrtevabilUy:  File  alphabetically  by  last  name  or  grade  of  in¬ 
dividual  requiring  access 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary  Record  -  Destroy  on  transfer, 
reassignment,  or  separation  of  the  individual. 

System  managerfs)  and  address:  Defense  Mapping  Agency, 
ATTN:  Security  Office, Building  36,  U.S.  Naval  Observatory, 
Washington,  D.C.  20303,  TELEPHONE:  Area  Code  202/234-4411 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager.  , 

Contestiag  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  deter-  mination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Report  of  investigating  agency  that  con¬ 
ducted  the  background  investigation. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0S02-15  HQ,T,H,A,S,1 

System  name:  302-13  Security  Compromise  Case  Files 
System  location:  Primary  System  -  Security  Office  -  HQ,T,H,A  - 
S,  See  DMA  Directory  for  complete  address  listing 
Decentralized  Segments  -  Dept,  of  Justice  and  FBI  on  felonies 
cases. 

Categories  of  individuals  covered  hy  the  system:  DMA  personnel 
security  violation 


Categories  of  records  in  the  system:  Documents  relating  to  in¬ 
vestigations  of  alleged  security  violations,  such  as  missing  docu¬ 
ments,  unauthorized  disclosure  of  information,  unattended  open 
security  containers,  documents  not  properly  safeguarded  and  mat¬ 
ters  of  a  similar  nature. 

Authority  for  maintenance  of  the  system:  Executive  Order 
116323/10/72;  Classification  and  Declassification  of  National  Securi¬ 
ty  Information  and  Material. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Office  -  Con¬ 
duct  security  investigations. 

Dept,  of  Justice  and  FBI  -  for  advise  on  felony  cases. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  folders  and/or  Kardex  book 
Retrievability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  dbposal:  Temporary  Record  •  Destroy  two  years 
after  completion  of  final  corrective  or  disciplinary  action,  except 
that  records  of  violations  of  a  sufficiently  serious  nature  to  be 
classed  as  felonies  are  permanent. 

System  manager(s)  and  address:  befense  Mapping  Agency, 
ATTN:  Security  Office, Building  36,  U.S.  Naval  Observatory, 
Washington,  D.C.  20303,  TELEPHONE:  Area  Code  202/254-4411 
Notificatioa  procedure:  Information  may  be  obtained  from  System 
Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from : 
System  Manager. 

Record  source  categories:  Reporting  organization  or  official 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0502-15-2  A 

System  name:  302-13  Security  Violation  Card  File 
System  location:  Chief,  Security  Office,  DMAAC,  Second  &  Ar¬ 
senal  Streets,  St.  Louis,  MO  63118 
Categories  of  Individuals  covered  by  the  system:  Any  employee  of 
DMAAC  having  a  security  violation. 

Categories  of  records  in  the  system:  File  contains  information  on  a 
3x3  card  listing  security  violators,  brief  summary  of  the  incident, 
and  action  taken. 

Authority  tor  maintenance  of  the  system:  Executive  Order 
116323/10/72;  Classification  and  Declassification  of  National  Securi¬ 
ty  Information  and  Material. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Offices  and  Su¬ 
pervisors  have  access  to  the  file  on  a  need  to  know  basis,  as  a 
quick  reference  system  on  security  violators 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  3x3  cards  in  container. 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Cards  are  retained  in  current  files  area 
(CFA)  and  destroyed  two  years  after  completion  of  final  corrective 
or  disciplinary  action,  except  that  records  of  violations  of  a  suffi¬ 
ciently  serious  nature  to  be  classed  as  felonies  are  permanent. 

System  managcr(s)  and  address:  See  Appendix  BDirector,  DMA 
Areospace  Center,  ATTN:  Security'  Office  (SO),  St.  Louis  Air 
Force  Station,  Missouri  63118,  TELEPHONE:  Area  Code  314/268- 
4941 

Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  deter-  mination  may  be  obtained 
from:  System  Manager. 
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RccoH  MMirc*  calcserics:  Intcnul  security  investigation  of  securi¬ 
ty  violations 

Systems  exempted  from  certain  provistona  of  Ike  act:  NONE 
B05«3-t)l  T,H,A,S.I 

System  name:  303-01  Security  Identification  Issue  Files. 

System  location:  Security  Office  DMATC,  DM  AH,  DM  A  AC, 
DMS,  lAGS  -  See  DMA  Directory  for  complete  add  resslisting 
Categories  of  individuals  covered  by  the  system:  Any  Civilian  Em¬ 
ployees 

Categories  of  records  in  Ike  system:  File  contains  the  application, 
supporting  matenais  and  the  number  of  the  identification  badge 
Authority  tor  maintenance  of  the  system:  E.O  H652  - 

'Classification  and  declassification  of  National  Security  Information 
and  Material'  -  3/10/72  I 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and.  the  purposes  of  such  uses:  Maintain  accountability 
for  identification  cards  and  badge  accountability  form. 

Category  of  users  -  Supervisor,  Personnel  and  Security  Office 
To  identify  persons  with  access  to  different  levels  of  classified 
information 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  3x8  Cards  filed  in  Kardex  Container 
Relrievability:  Filed  alphabetically  by  last  name 
Safeguards:  Facility  employs  security  guards  on  a  cuntini|uus 
basis.  Cards  are  maintained  in  area  accessible  only  to  authorized 
personnel 

Retention  and  disposal:  Record  is  placed  in  the  inactive  file  upon 
supersession  or  obsolescence,  and  destroyed  after  three  <3)  years. 

System  managcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Security  OHice, Building  56,  U.S.  Naval  Observatory, 
Washington,  D  C.  20303,  TELEPHONE:  Area  Code  202/254-4411 
NotHkalion  procedure:  Request  should  be  addressed  to  the  above 
SYSMANAGER 

Requesting  individuals  should  provide,  name.  SSAN,  (Service 
Number  if  applicable)  home  address  and  home  telephone  number 
when  inquiring  about  whether  the  system  contains  records  pertain¬ 
ing  to  him/her. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  and  be  in  a  position  to  give  verbal  infor¬ 
mation  that  could  be  verified  with  the  form  on  file. 

Record  access  procedures:  Information  may  be  obtained  from : 
Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Individual's  Badge  request,  personnel 
forms  and  investigatory  findings. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0503-02  T,H,A,S,I 

System  name:  503-02  Security  Identification  Accountability  Files 
System  locatioo:  Security  Offices  •  T,H,A,S,1  •  See  DMA 
Directory  for  complete  address. 

Categories  of  indivMnals  covered  by  the  system:  Any  Civilian  em¬ 
ployee 

Categories  of  records  in  the  system:  File  contains  the  application, 
supporting  materials  and  the  number  of  the  identification  badges. 

Authority  for  maintenance  of  the  system:  E.O.  11652  -  Classifica¬ 
tion  and  Declassification  of  National  Security  Information  and 
Materials.  3/10/72 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  suck  uses:  To  identify  persons  with 
access  to  different  levels  of  classified  information. 

Purpose  -  Maintain  accountability  for  identification  cards. 

Users  •  Supervisor,  Personnel  and  Security  Offices 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  kept  in  file  folders  by  No.  also  in  desk 
type  cabinet. 

Rctrievability:  Filed  Alphabetically  by  name. 


Safeguards:  Buildings,  facilities  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained 

Retention  and  disposal:  Temporary  Record-Transfer  to  Records 
Holding  Area  after  last  card  or  badge  number  entered  has  been  ac¬ 
counted  for  Hold  for  three  years  and  destroy. 

System  maaagcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Security  Office, Building  56,  U  S  Naval  Observatory, 
Washington,  D.C  20305.  TELEPHONE  Area  Code  202/254  441 1 
NotMicatioo  procedure:  Information  may  be  obtained  from  Above 
Record  access  procedures:  Requests  from  individuals  should  be 
address  to  system  manager 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  the  case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card  and  give  some  verbal  information  that  could  be 
verified  with  his  'case'  folder 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
System  Manager 

Record  source  categories:  Individual's  badge  request,  personnel 
forms  and  investigatory  findings 

Sy.slems  exempted  from  certain  provisions  of  the  act:  NONE 
B0S03-e3  T,A 

System  name:  303-03  Firearms  Authorization  Files 
System  location:  DMATC  and  DMAAC.  See  DMA  Directory  for 
complete  address  listing 

Categories  of  individuals  covered  by  the  system:  Security  guards 
that  have  been  issued  firearms  and  ammunitions 
Categories  of  records  in  the  system:  Documents  authorizing  DMA 
civilian  guards  to  carry  firearms.  Included  are  firearms  authoriza¬ 
tion  cards  and  related  papers. 

Authority  for  maintenance  of  the  system:  50  U.S.C.  61,  Arms  and 
Ammunition  issued  to  protect  public  property;  reimbursement  of 
Department  of  Army. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Collateral  Security  Divi¬ 
sion-Serves  as  a  record  for  weapons  serial  numbers  and  firearms 
authorization  cards  issued  to  each  Security  Police. 

Available  to  Federal  and  State  local  law  enforcing  agency  as 
required  by  current  laws  and  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  folders  and/or  Kardex  book. 
Retrievability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary  Record,  Destroy  upon  expira¬ 
tion  of  authorization. 

System  manager(s)  and  address:  .Defense  Mapping  Agency,' 
ATTN;  Security  Office, Building  56,  U.S.  Naval  Observatory, 
Washington.  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4411 
Notifkatioa  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addresjed  to  system  manager. 

Contesting  record  ‘procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Weapon  serial  number,  and  authoriza¬ 
tion  of  issue  authorization  card  issued. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
BOS03-04  HQ,T41,A,S4 

System  name:  503-04  Parking  Permit  Control  Files 
System  location:  Security  Offices  of  Components  -  See  DMA 
Directory  for  complete  address 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  been  issued  parking  Permits  or  cited  for  violations. 
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CaleKorics  of  records  in  the  lyttem:  Documents  relating  to  the  al¬ 
lotment  of  parking  spaces,  recording  of  violations  by  holders  of 
parking  permits 

Authority  for  maiatenuce  of  the  lyttea:  SO  U.S.C.  797;  Internal 
Security  -  Secunty  Regulations  and  Orders,  Penalty  for  Violation, 
and  Delegations,  I^omulgation  by  President. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Offies  -  Issue  of 
spaces  and  recording  of  violators 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  kept  in  file  folders  and  desk  type  pull-out 
shelves 

Relrievahility:  Filed  by  name  alphabetically 

Safeguards:  Buildings  and  Facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authuri/ed  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary-Record.  Destroy  on  Transfer 
or  separation  of  parking  permit  holder,  or  when  permit  is  super¬ 
seded  or  revoked 

System  manager(s)  and  address:  Defense  Mapping  Agency, 
ATTN  Administrative  and  Communications  Office,  Building  56, 
L’  S.  Naval  Observatory,  Washington,  D.C.  20.505,  TELEPHONE; 
Area  Code  202/254-4401 

Notilkation  procedure:  Information  may  be  obtained  from  Above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address,  and  telephone  number,  and  social 
security  number 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license,  employing  of¬ 
fice's  identification  card,  and  give  some  verbal  information  that 
could  be  verified  on  employment. 

Contesting  record  procedures:  The  Agencies’  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
System  Manager 

Record  source  categories:  Individuals  requests  for  permits,  copies 
of  tickets  issued 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B05«3-05  HQ.T,A,S,I 

System  name:  503-05  Vehicle  Registration  and  Driver  Record  File 

System  location:  DMA  HQ,  DMATC,  DMAAC,  See  DMA 
Directory  for  complete  address. 

Categories  of  individuals  covered  by  the  system:  Any  person 
privileged  to  operate  a  motor  vehicle  on  a  military  instal-  lation  and 
who  has  been  involved  in  a  chargeable  traffic  accident  or  whose 
commission  of  a  moving  traffic  violation  has  been  verified. 

Categories  of  records  in  the  system:  File  contains  a  record  of  is¬ 
suance  of  decal  and  of  all  traffic  offenses/  incidents  and  actions. 

Authority  for  maintenance  of  the  system:  50  U.S.C.  797;  Internal 
Security  V  Security  Regulations  and  Orders;  Penalty  for  Violation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Office,  to 
record  all  traffic  offenses/incidents  and  action  taken.  State  and 
Local  Law  Enforcement  Agency  for  vehicle  identifications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  8’x5'  paper  cards  in  card  file  cabinet 

RetrievabilHy:  Filed  alphabetically  by  last  name  of  employee 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Destroy  one  year  after  revocation  or  ex¬ 
piration. 

System  managerfs)  and  address:  Defense  Mapping  Agency, 
ATTN:  Security  Off  ice, Building  56,  U.S.  Naval  Observatory, 
Washington,  D  C.  20305,  TELEPHONE;  Area  Code  202/254-4411 

Notification  procedure:  Information  may  be  obtained  from  Above. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  and  also  some  information  that  would  veri¬ 
fy  his  need  to  know. 


Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Report  of  traffic  violation  from  Security 
police. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


B0S03-O9  HQ,  T,H,A,S,1 
System  name:  503-09  Key  Accountability  Files 

System  location:  Security  Office,  HQ,T,H,A,S,I  •  See  DMA 
Directory  for  complete  address. 

Categories  of  individuals  covered  by  the  system:  Individuals  with 
keys  to  a  secure  area. 

Categories  of  records  in  the  system:  Documenting  relating  to  the 
issue,  return  and  accountability  for  keys  to  secure  areas. 

Authority  for  maintenance  of  the  system:  E.O.  II652  -  Classifica¬ 
tion  and  Declassification  of  National  Security  Information  and 
Material.  3/10/72 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  usena  and  the  purposes  of  such  uses:  Security  Police  -  Periodic 
Inspections,  reissuance  of  keys  after  locks  have  been  changed. 

Personnel  -  Reference  checks  on  individuals  with  keys  to  secure 
areas. 

Supervisors  -  Reference  checks  and  daily  use  for  information 
purposes. 

OSD  and  DIA  •  Investigation  of  loss  or  destruction  of  secure 
area. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  Records  in  file  folders 

Retrievability:  Filed  Alphabetically  by  name 

Safeguards:  Buildings,  facilities  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary  Record  •  Transfer  to  holding 
area,  hold  three  (3)  years  then  destroy. 


B0S03-07  T.A 

System  name:  503-07  Traffic  Law  Enforcement  Files 
System  location:  Security  Office  -  TC,  HC,  AC  -  See  DMA 
Directory  for  complete  address  listing 
Categories  of  individuals  covered  by  the  system:  All  DMA  person¬ 
nel  who  have  encountered  traffic  violations  on  DoD  installations. 

*  Categories  of  records  in  the  system:  Armed  Forces  traffic  tickets 
and  related  correspondence. 

Authority  for  maintenance  of  the  system:  50  U.S.C.  797;  Internal 
Security  -  Security  Regulations  and  Orders;  Penalty  for  Violation 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Office  -  for 
issue  and  filing  ticket.  Traffic  violation  correspondence  and  Armed 
Forces  Traffic  Tickets. 

Supervisory  -  for  advisory  procedures 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  * 

Storage:  Paper  records  in  file  folders  and/or  Kardex  book 
Retrievability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards 
RecordS'are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary/Record  -  Destroy  after  I  year 
System  manager(s)  and  address:  Defense  Mapping  Agency. 
ATTN:  Security  OHice.Building  56,  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4411 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Armed  Forces  Traffic  Tickets  issued  by 
guard  force  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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SyttMD  MMigcrd)  Md  addrcM:  Defense  Mapping  Agency, 
ATTN  Security  Office, Building  56,  U.S.  Naval  Observatory, 
Washington.  D  C  20305,  TELEPHONE:  Area  Code  202/254-4411 
Notifkatioa  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  con¬ 
tain  the  full  name  of  the  individual,  current  address  and  telephone 
number,  social  security  number. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers’  license,  employing  of¬ 
fice's  identification  card,  and  give  some  verbal  information  that 
could  be  verified.  ^ 

Contesting  record  procedures:  The  Agencies’  rules  for  contesting 
contents  and  appealing  initial  determination  s  may  be  obtained  from 
System  Manager.  • 

Record  Murce  categories:  Individual’s  key  requests,  personnel 
forms  and  investigatory  findings. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
80504-01  HQ,T.H,A 

System  name:  504-01  Personnel  Security  Files 
System  location:  Special  Security/Activities  Division  HQ,  T,  H,  A 
-  See  DMA  Directory  for  complete  address 
Categories  of  individuals  covered  by  the  system:  ES  DMA  Military 
or  civilian  employees  who  have  been  assigned  to  positions  that 
require  access  to  Sensitive  Compartmented  Information  (SCI). 

Categories  of  records  in  the  system:  Files  consist  of  Special 
Security  Office  (SSO)  security  indoctrination  and  termination 
oaths,  clearance  and  access  certification  messages;  SSO  security 
violation  investigative  reports  if  applicable. 

Authority  lor  maintenance  of  the  system:  E.O.  11652  Classification 
and  Declassification  of  NS  Information  and  Material  3/10/72 
Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  central  file 
repository  for  ail  SSO  security  forms  pertaining  to  the  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievabillty:  Filed  alphabetically  by  last  name  of  file  subject. 
Safeguards:  Buildings,  facilities  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Retained  in  active  file  during  period  sub¬ 
ject  is  assigned  to  or  employed  by  DMA,  retained  in  inactive  file 
for  one  year  following  reassignment  or  termination  of  employment, 
then  destroyed. 

System  manager(s)  and  address:  See  Defense  Mapping  Agency, 
ATTN:  Security  Office.Building  56,  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4411 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  current  address  and  telephone  number,  social  securi¬ 
ty  number. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
Kkntification  card  and  give  some  verbal  information  that  could  be 
verified 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Information  obtained  from  such  sources 
as  review  of  birth  records;  education  records;  credit  and  former 
employment  records;  interviews  of  named  and  developed 
references,  check  of  local  police  and  FBI  files  &  check  of  subver¬ 
sive  files. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U  S.C.  522a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

B0SO4-01-2  HQ,T,H,A,S,I 
System  name:  504-01  Personnel  Security  Files 
System  location:  Primary  System  -  Security  Office,  HQ  DMA, 
DMATC  (T),  DMAAC  (A),  DMAHC  (H),  LAGS  (I),  and  DMS  (S). 
See  DMA  Directory  for  complete  address. 


Decentralized  Segments  •  Cross  reference  index  cards  (i.e.. 
Badge  Requests  Cards,  Identification  Cards,  Guard  Desk  Roladex 
Identification  Cards)  with  extracts  of  information  contained  in  pri¬ 
mary  files  are  maintained  on  file  in  Security  Office  of  each  DMA 
element.  Cross-reference  index  identification  cards  are  on  file  at 
Guard  desks  in  HQ,  A,  H,  and  T. 

Categories  of  individuals  covered  by  the  system:  Those  military, 
civilian,  and  industrial  personnel  who  are  assigned  to,  employed  by 
DMA;  whose  official  duties,  responsibilities  and/or  contracts 
require  that  they  have  access  to  classified  defense  information 
which  has  been  entrusted  to  or  is  under  the  Defense  Mapping 
Agency. 

Categories  of  records  in  the  system:  File  Contains  individual’s  cer¬ 
tificate  of  clearance  indicating  level  of  access  individual  is  cleared 
for,  date  clearance  was  issued,  type  of  investigation  conducted, 
date  investigation  was  completed  and  identification  of  agency  that 
conducted  the  investigation.  Additionally,  contained  in  the  file  are; 
copy  of  Statement  of  Personal  History  (DD  Form  398),  individual’s 
certification  that  he/she  has  read  and  understands  both  the  Depart¬ 
ment  of  Defense  and  Agency  security  directives  and  instructions 
regarding  the  protection  of  classified  defense  information;  in¬ 
dividual  Certification  that  he/she  understands  responsibilities  for 
protection  of  North  Atlantic  Treaty  Organizatiow  (NATO),  Central 
Treaty  Organization  (CENTO),  and  Southeast  Asis  Treaty  Or¬ 
ganization  (SEATO),  material  to  a  lesser  extent  some  files  wiU  con¬ 
tain  individuals  certification  that  he/she  has  been  briefed  for  access 
to  NATO  Top  Secret  (COSMIC);  NATO  Top  Secret  Restricted 
Data  (ATOMAL);  Top  Secret  CENTO;  Top  Secret  SEATO;  Single 
Integrated  Operational  Plan  (SlOP);  Extremely  Sensitive  Informa¬ 
tion  (ESI);  Atomic  Energy  Commission,  Restricted  Data  (RD);  and 
Atomic  Energy  Commission,  Critical  Nuclear  Weapons  Design  In¬ 
formation  (CNWDI). 

Authority  for  maintenance  of  the  system:  Section  6,  Section  7,  (B) 
(3):  and  Section  12  of  Executive  Order  11652;  Classification  and 
Declassification  of  National  Security  Information  and  Material  - 
3/10/72 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DMA  SO  -  This  informa¬ 
tion  is  maintained  as  a  means  to  insure  that  each  and  every  in¬ 
dividual  assigned  to,  employed  by  or  contracting  with  the  HQ  DMA 
has  been  cleared  for  the  level  of  access  to  classified  information 
that  is  necessary  for  accomplishment  of  his  official  duties.  These 
records  further  insure  that  each  individual  is  made  aware  of  his 
responsibilities  regarding  the  protection  and  safe  guarding  of  any 
classified  information  entrusted  to  him. 

Other  Governmental  Agencies  -  Information  regarding  any  in¬ 
dividual’s  clearance  and  level  of  access.  This  enables  DMA  person¬ 
nel  to  conduct  official  business  requiring  security  clearance,  with 
other  governmental  agencies.  - 

Polkica  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

RetrievabilMy:  Alphabetically  by  name  of  individual 

Safeguards:  Buildings  are  located  on  guarded  government  installa¬ 
tion  with  security  guards  and  alarms.  Records  are  maintained  in 
areas  accessible  only  to  authorized  personnel  that  are  properly 
screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  maintained  in  an  active  status 
only  for  the  period  of  time  that  the  individual  is  actually  assigned 
to.  employed  by  or  contracting  with  DMA.  When  the  individual  ter¬ 
minates  his  association  with  DMA,  the  records  are  maintained  in  an 
inactive  status  for  the  period  of  one  year  and  then  destroyed. 

System  manager(s)  and  address:  SDefense  Mapping  Agency, 
ATTN;  Security  Office.Building  56,  U.S.  Naval  Observatory, 
Washington.  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4411 

Notifkatioa  procedure:  Information  may  be  obtained  from  Above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be  verified. 
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PRIVACY  ACT  ISSUANCES 


CoatMtlai  record  proccdom:  The  agencies'  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Individual's  certificate  of  clearance 
originates  in  HQ  DMA  Special  Security  Office  (SSO)  based  on 
notification  of  personnel  investigation  by  either  the  Civil  Service 
Commission  or  the  Defense  Investigative  Agency.  Certification  of 
clearance  for  mihtary  personnel  will  be  certified  by  the  individuals' 
parent  service.  Much  of  the  routine  information  in  these  records 
such  as  name,  date  and  place  of  birth,  etc.,  is  obtained  during  the 
individual's  initial  processing  which  is  usually  accomplished  on  his 
first  duty  day.  Other  information  such  as  type  of  investigation,  date 
of  inves^ation,  etc.,  is  obtained  from  such  investigating  agencies 
as  the  Civil  Service  Commission  (CSC),  Defense  Investigative  Ser¬ 
vice  (DIS),  etc.  The  records  are  updated  as  new  information  is 
received  regarding  the  individual's  clearance  and  access. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0S04-01.3  HQ,H,A 

System  name:  S04-0I  Personnel  Security  Investigative  Files 

System  locatioa:  Primary  System  -  Security  Offices  of  HQ  DMA, 
DMAHC,  DMAAC  •  See  DMA  Directory  for  complete  address. 

Categories  of  individuals  covered  by  the  system:  Those  military 
and  civilian  personnel  who  are  assigned  to  or  employed  by  the 
Defense  Mapping  Agency  and  whose  duties  require  access  to  clas¬ 
sified  defense  information  and  who  have  therefore  been  in¬ 
vestigated  under  the  provisions  of  Department  of  Defense  regula¬ 
tions. 

Categories  of  records  in  the  system:  Files  consist  of  two  parts,  one 
part  subject  two  exemption  of  5S2a(KX5)  from  review  one  part 
available  for  review.  Part  (I)  Exempted  consists  of  National  Agency 
Checks  with  Written  Inquiries  (NACl);  Background  Investigations 
(BD  Special  Background  Investigations  (SBI);  Bring-up  Investiga¬ 
tions  (BU).  Part  (2)  Available  for  review  consists  of  ational  Agency 
Checks  (NAC). 

Authority  for  maintenance  of  the  system:  E.O.  11652  •  Classifica¬ 
tion  and  Declassification  of  National  Security  Information  and 
Material  •  3/10/72. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Defense  Mapping  Agen¬ 
cy  -  to  determine  eligibility  for  access  to  classified  defense  informa¬ 
tion  and  to  conduct  continuing  Security  Program 

Defense  Intelligence  Agency  -  to  determine  eligibility  for  access 
to  Sensitive  Compartmented  Information,  applicable  to  Special 
Security  Office  access. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders. 

RetrievabilHy:  Filed  alphabetically  by  last  name  of  file  subject. 

Safeguards:  Buildings,  facilities  employ  security  guards.  Records 
are  maintained  in  areas  accessiMe  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Retentioa  and  disposal:  Retained  in  active  file  during  period  sub¬ 
ject  is  assigned  to  or  employed  by  DMA,  retained  in  inactive  file 
for  one  year  following  termination  of  subject's  assignment  or  em¬ 
ployment,  then  destroyed. 

System  maaagcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Security  Office,Building  36,  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-441 1 

Notification  procedure:  Information  may  be  obtained  from  Above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card. 

Contesting  record  procedures:  The  Agencies'  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Investigations  are  originated  based  on 
applicant's  application  for  employment  Source  of  information  are 
inquiries  of  birth,  education,  local  police,  federal  police  agency 
filn,  credit,  neighborhood,  personal  references,  etc. 


Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  522a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

80504-92  HQ,T,H,A,S,I 

System  name:  504-02  Security  Briefing  and  Debriefing  Files 
System  locatioo:  Primary  System  -  Central  RS  COSMIC  Register 
Room  1B889,  Pentagon,  Washington,  D.C.  20310 
Decentralized  Segments  -  IPO  Office  and/or  TS  Control  Officer, 
See  DMA  Directory  for  complete  address  listing. 

Categories  of  individnals  covered  by  the  system:  Personnel  briefed 
and  debriefed  on  security  matters 
Categories  of  records  in  the  system:  Documents  relating  to  securi¬ 
ty  briefing  and  debgefing  of  personnel  authorized  access  to  clas¬ 
sified  material.  Included  are  briefing  statements,  debriefing  state¬ 
ments  and  certificates,  and  related  papers. 

Authority  for  maintenance  of  the  system:  E.O.  11652 
'Classification  and  Declassification  of  National  Security  Informa¬ 
tion  and  Material'  3/H)/72 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Debriefing  personnel 
upon  termination  of  employment. 

IPO  Officer/TS  Control  Officer  -  use  to  certifying  employee  ac¬ 
cess  of  current  security  regulations. 

Central  US  Cosmic  Register  -  maintain  as  in  information  record. 
Policies  and  practices  (or  storing,  retrieving,  acccuing,  retaining, 
and  disposing  of  records  fas  the  system: 

Storage:  Paper  record  in  file  folders  and/or  Kardex  book. 
Retrievability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retentioa  and  disposal:  Temporary  Record  -  Destroy  one  year 
System  maaager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Security  Office,Building  56,  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4411 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealmg  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Form  generated  by  employee 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0504-02-2  HQ,  T,  H,  A 

System  name:  504-02  Special  Security  Briefing  and  Debriefing  Files 
System  location:  Primary  System  -  Defense  Intelligence  Agency, 
Special  Security  Office,  Room  LA884,  Pentagon,  Washington,  D.C. 
20310  Decentrai^ed  Segments  -  Security  Office.  HQ,  T,  H,  A  -  See 
DMA  Directory  for  complete  address 
Categories  of  individuals  covered  by  the  system:  Personnel  briefed 
and  debriefed  on  Special  Security  Mtters 
Categories  of  records  in  the  system:  Documents  relating  to  special 
security  briefing  and  debriefing  of  personnel  authorized  access  to 
special  classified  material.  Included  are  briefing  and  debriefing 
statements,  debriefing  statements  and  certificates,  and  related 
papers. 

Authority  for  maintenance  of  the  system:  E.O.  11652  -  Classifica¬ 
tion  and  Declassification  of  National  Security  Information  and 
Material;  3/10/72 

Routine  nscs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrposes  of  such  uses:  Security  Officq  -  To 
verify  individual  employee  compliance  with  current  Special  Securi¬ 
ty  requirement. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders,  in  safe  and  vault. 
Retrievability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retentioa  and  disposal:  Temporary  Record  -  Destroy  one  year 
after  termination  of  access  to  information.  , 
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Sy*tcB  ■•■•gcr<s)  aad  addrcw:  DIA  Special  Security  Office. 
Room  1A884,  Pentagon,  Washington,  D.C.  203K) 

NotifkatioB  proccdare:  Information  may  be  obtained  from 
Defense  Mapping  Agency,  ATTN;  Security  Office. Building  56, 
I'  S  Naval  Observatory,  Washington,  D.C.  20305,  TELEPHONE: 
Area  Code  202/254-4411 

Record  access  procedures:  Requests  from  individuals  should  be 
address  to  system  manager. 

Conteatiag  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
DMA  Security  Officer 

Record  source  categories:  Individuals  authorized  to  have  access  to 
special  classified  material 

Systems  exempted  from  certain  provlsious  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U-S.C.  522a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

NONE 

BMOl-Ol  HQ.T.A.S.I 

System  uame:  601-01  Civilian  Personnel  Program  Reporting  Files 
(Master  File  Printout) 

System  locattou:  Personnel  Offices,  see  DMA  Directory  for 
Complete  Address  Listing 

Categories  of  individuals  covered  by  the  system:  Any  individual 
employed  by  the  Agency. 

Categories  of  records  in  the  system:  File  contains  Name,  Social 
Security  Number,  Date  of  Birth,  Sex,  Service  Computation  Date, 
Location,  Job  Title,  Grade.  Series,  Step.  Salary,  Life  Insurance, 
Health  Benefits,  Organization  Code,  Nature  and  Date  of  LastAc- 
tion  Tak  en.  Veteran’s  Preference,  Retirement  Deductions,  Type  of 
Appointment,  Master  Tapes,  etc. 

Authority  for  mainteuaBcc  of  the  system:  Executive  Order  10561. 
Designating  Official  Personnel  Folders  in  Government  Agencies  as 
Records  of  the  CSC  and  Prescribing  Regulations  Relating  to  the 
Establishment,  Maintenance  and  Transfer  Thereof;  9/15/54 
Routine  uses  of  records  muiatalncd  in  the  system,  including  catego* 
lies  of  users  and  the  purposes  of  such  uses:  To  provide  consolidated 
source  of  pertinent  information  on  employees  for  internal  requests 
for  information  and  internal  reports.  Provides  records  of  informa¬ 
tion  transmitted  to  Civil  Service  Commission  Central  Personnel 
Data  File. Available  to  Civil  Service ‘Commission 
Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Computer  Printout  paper 

Retrievabllity:  By  organization,  grade  level,  alpha  by  name 
Safeguards:  Buildings/facilities  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

RetentioB  and  disposal:  Temporary.  Destroy  after  six  months. 
System  maaager(s)  and  addrem:  Defense  Mapping  Agency. 
ATTN;  Personnel  Office,  Building  56,  U.S.  Naval  Observatory, 
Washington.  D.C.  20305.  TELEPHONE:  Area  Code  202/254-4066 
NotIfIcatioB  procedure:  Information  may  be  obtained  from  Above. 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procednres:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  deter-  mination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Digest  of  Information  from  existing  Per¬ 
sonnel  Files. 

Systems  exempted  from  certain  provisioBt  of  the  act:  NONE 
B0601-01-2  T,A 

System  name:  601-01  Civilian  Personnel  Program  Reporting  Files 
(Employee  Retirement  Record) 

System  locatloa:  Primary  System  -  Personnel  Office,  See  DMA 
Directory  for  complete  address  listing 
Decentralized  Segments  •  Department  of  Computer  Services 
Categories  of  individuals  covered  by  the  system:  Any  individual 
employed  by  DMA  Topographic  Center  who  is  qualified  for  retire¬ 
ment 

Categories  of  records  in  the  system:  Contains  names  of  employees 
eligible  for  optional  retirement  within  next  five  years.  Contains 
name,  job  title,  earliest  retirement  date.  Date  of  Birth,  Service 
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Computation  Date.  Pay  Plan,  Grade,  Step,  Series,  Organization 
Code. 

Authority  for  maintenance  of  (he  system:  Executive  Order  10561 
Designating  Official  Personnel  Folders  in  Government  Agencies 
as  Records  of  the  CSC  and  Prescribing  Regulations  Relating  to  the 
Establishment,  Maintenance  and  Transfer  lliereof;  9/15/54 
Routine  uses  of  records  maintained  in  (he  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Supervisory  management 
planning  purposes  and  personal  benefit  of  individuals  Concerned- 
Available  to  Civil  Service  Commission. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  printout  knd  tape 
RctrievabilMy:  By  organization,  alpha  by  last  name 
Safeguards:  Building  facilities  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Printout 
Temporary  -  Destroy  after  five  years 
Tape  -  updated  peri^ically 

System  manager(s)  and  address:  DMA  Topographic  Center, 
ATTN:  Personnel  Office,  Room  132-A,  Erskine  Hall,  6500  Brooks 
Lane.  Washington.  D.C.  20315.  TELEPHONE:  Area  Code  202/227- 
2116 

NotificatioB  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procednres:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Personnel  Master  File  computer  tape  in 
Department  of  Computer  Services 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0601.01-3  A 

System  name:  601-01  Personnel  Assistance  Files 
System  location:  Civilian  Personnel  (POX).  DM  A  AC,  8900  South 
Broadway.  St.  Louis.  Mo.  63125 

Categories  of  individuals  covered  by  the  system:  Aerospace  Center 
personnel  discussions  with  the  Personnel  Office. 

Categories  of  records  in  the  system:  File  contains  memorandums 
for  record  concerning  Planned  Assistance  Visits. 

Authority  (or  maintenance  of  the  system:  21  USC  1 175 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  record  employee's  visits  to  Personnel  Office  and  discussions 
with  Personnel  Office  personnel  concerning  their  questions,  advice, 
or  complaints. 

User  is  the  Personnel  Office  staff. 

User  utilizes  the  information  to  keep  records  of  employees’  visits 
and  have  a  record  of  discussions  concerning  employee  questions,^ 
advice,  or  complaints. 

Policies  and  practices  (or  storing,  retrieving,  acceming,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Papers  and  memorandums. 

Retrievabllity:  Filed  categorized  by  Directorates,  Staff  Agencies, 
and  Departments,  and  then  filed  alphabetically  by  employee  last 
name  after  that. 

Safeguards:  Facility  employs  security  guards.  Records  are  locked 
in  file  cabinets  by  division  secretary’s  desk  when  not  in  use. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary  record.  Destroyed  after  S 
years. 

System  managcr(*)  and  address:  Director  of  Civilian  Personnel 
(POX).  DMAAC,  8900,  South  Broadway,  St.  Louis,  Missouri  63125 
NotificatioB  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  social 
security  number.  Visits  are  limited  to  normal  working  hours. 
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PRIVACY  ACT  ISSUANCES 


For  personal  visits,  the  individual  should  be  able  to  provide  some 
accepuble  identification:  that  is,  driver's  license,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be  verified. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
accepuble  identification;  that  it,  driver’s  license,  employing  of¬ 
fice’s  vertfied  with  his  ’case’  folder. 

Coatcstiug  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obuined  f^m 
the  System  Manager. 

Record  source  categories:  Backup  material  on  employee  visits  to 
Personnel  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0601-03  HQ,T,H,A.S,1 

System  name:  601-03  Advanced  Personnel  Data  System  -  Civilian 
(APDS-C) 

System  location:  CtvUian  Personnel  Offices  -  See  DMA  Directory 
for  complete  address  listing. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  DMA  civil  employees. 

Categoriee  of  records  la  the  system:  Civilian  employment  informa¬ 
tion  including  authorization  for  position,  personnel  data,  suspense 
information;  position  control  information;  projected  information 
and  historical  information:  civilian  education  and  training  data;  per¬ 
formance  appraisal,  ratings,  evaluation  of  potential;  civilian  histori¬ 
cal  files  covering  job  experience,  training  and  transactions;  civilian 
awards  information,  merit  promotion  pUn  work  files;  career  pro¬ 
grams  files  for  such  functional  areas  as  procurement,  logistics, 
civilian  personnel,  etc.,  civilian  separation  and  retirement  daU  for 
reporu  and  to  determine  eligibiUty;  adverse  and  disciplinary  data 
for  sUtistical  analysis  and  employee  assisUnce;  sUnd-along  file,  as 
for  complaints,  enrollee  programs;  extract  files  from  which  to 
produce  statistical  reports  in  bard  copy,  or  for  immediate  access 
display  on  remote  computer  terminals;  miscellaneous  files. 

Authority  for  maintenanec  of  the  system:  5  U.S.  Code  301  and  44 
U.S.  Code  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office 
•  To  provide  automated  system  support  to  DMA  officials  at  all 
levels  from  that  part  of  the  Civil  Service  Commission  required  per¬ 
sonnel  management  and  records  keeping  system  that  pertains  to 
evaluation,  authorization  and  position  control,  position  manage¬ 
ment,  staffing  skills  inventory,  career  management,  training,  retire¬ 
ment,  employee  services,  rights  and  benefits,  merit  promotions, 
demotions,  reductions  in  force,  complaints  resolution,  labor 
management  relations,  and  the  suspensing  and  processing  of  per¬ 
sonnel  actions;  to  provide  for  transmission  of  such  records  between 
employing  activities  within  the  Defense  Mapping  Agency;  to  pro¬ 
vide  reports  to  the  Civil  Service  Commission;  to  provide  reports  of 
military  reserve  status  to  other  armed  services  for  contingency 
planning;  to  obtain  statistical  data  on  the  work  force  to  fulfill  inter¬ 
nal  and  external  report  requirements  and  to  provide  DMA  offices 
with  information  needed  to  plan  for  and  evaluate  manpower, 
budget  and  civilian  personnel  programs,  to  provide  minority  group 
designator  codes  to  the  U.S.  Civil  Service  Commission’s  automated 
data  file,  to  provide  the  Office  of  the  Assistant  Secretary  of 
Defense,  Manpower  and  Reserve  Affairs,  with  data  to  assess  the 
effectiveness  of  the  program  for  employment  of  women  in  execu¬ 
tive  level  positions;  to  provide  data  to  DMA  officials  to  facilitate 
the  assessment  of  the  DMA  Affirmative  Action  Plan  for  minorities 
and  women;  to  obtain  listings  of  employees  by  function  or  area  for 
locator  and  inventory  purposes;  disclosed  to  officials  of  labor  or¬ 
ganizations  recognized  under  Executive  Order  11491,  as  amended, 
when  relevant  and  necessary  to  their  duties  of  exclusive  representa¬ 
tion  concerning  personnel  policies  and  practices  and  matters  affect¬ 
ing  working  conditions. 

Polklct  aud  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets,  card  files, 
computer  magnetic  tapes,  disks  or  drums,  computer  paper  prin¬ 
touts,  microfiche. 

Retrievabilky:  Filed  by  name.  Social  Security  Account  Number 
(SSAN),  other  identification  number  or  system  identifier.  The  pri¬ 
mary  individual  record  identifier  in  APDS-C  is  SSAN.  There  is  the 
added  capability  of  selecting  an  individual’s  record  or  certain 
preformatted  information  by  SSAN  on  an  immediate  basis  using  a 
teletype  or  cathode  ray  tube  display  device. 


Safeguards:  Records  are  accessed  by  custodian(s)  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  in  performance  of  their  ofheial  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets.  Records  are  stored  in  safes.  Records  are  stored 
in  vaults.  Records  are  stored  in  locked  cabinets  or  rooms.  Records 
are  protected  by  guards.  Records  are  controlled  by  computer 
system  software. 

Retention  and  disposal:  Analog  output  products  are  retained  in  of¬ 
fice  ffles  until  superseded,  obsolete,  no  longer  needed  for 
reference,  or  inactivated.  They  are  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning.  Data  stored 
digitally  within  system  is  retained  only  for  the  period  required  to 
satisfy  recurring  processing  requirements  and/or  historical  require¬ 
ments.  The  Notification  of  Personnel  Action,  Standard  Form  50,  is 
disposed  of  as  directed  by  the  Civil  Service  Commission,  work  files 
and  records  such  as  the  employee  career  brief,  position  survey 
work  sheet,  retention  register  work  sheet,  alphabetic  and  social 
security  account  number  locator  files,  and  personnel  and  position 
control  register  are  destroyed  after  use  by  tearing  into  pieces, 
shredding,  macerating,  or  burning  work  sheets  pertaining  to  qualifi¬ 
cation  and  retention  registers  are  disposed  of  as  directed  by  the 
Civil  Service  Commission;  transitory  files  such  as  pending  files, 
and  recovery  files  are  destroyed  after  use  by  degaussing  files  and 
records  retrieved  through  general  retrieval  systems  are  destroyed 
after  use  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning.  The  separated  employee  file  retains  employee  information 
at  time  of  separation  for  five  years  after  which  the  employee’s 
record  is  destroyed  by  degaussing.  ^ 

System  maaager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  Naval  Observatorv, 
Washington.  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066  ’ 

Notification  procedure:  Information  may  be  obtained  from  above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  above. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual.  Social  Security  Number,  current  address  and 
telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  furnish  per¬ 
sonal  identification  containing  his/her  full  name.  Social  Security 
Number,  physical  description,  photograph  and  signature. 

Contesting  record  procedures:  The  Agency  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Digest  of  information  from  existing  Per¬ 
sonnel  Files  and  management/employee  source  documents. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0602-03  HQ,T,H,A,S,I 
System  name:  602-03  Organization  File 

System  location:  Personnel  Office  -  See  DMA  Directory  for 
complete  address  listing 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  personnel  assignment  to  HQ  DMA 

Categories  of  records  in  the  system:  Roster  of  people  assigned  to 
DMA  by  name  -  job  number.  JTD  Position  series-grade-organiza¬ 
tion 

Authority  for  maintenance  of  the  system:  5  U.S.C.  3101  - 
’Authority  for  Employment’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Matching  people  with 
job  numbers  and  JTD  numbers  for  ceiling  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  File  Folders 

Retrievability:  Chronological  date 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  dbposal:  Destroy  when  superseded  or  obsolete. 

System  maaager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naval  Observatory. 
Washington.  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 

Notification  procedure:  Information  may  be  obtained  from  Above 
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Record  octets  procednrct:  Reqnettt  from  individuah  should  be 
addressed  to  system  manager. 

Coatestiag  record  procedures:  The  Agencyt  rules  for  contesting 
contents  and  appeaUng  initial  determination  may  be  obtained  from: 
System  Manager 

Record  source  categories:  Personnel  action  recorded  for  super¬ 
visory  records. 

Systems  esemptcd  from  certain  prorisious  of  the  act:  NONE 
B0M2-06  A 

System  name:  602-06  Differential  and  Allowance  Filet 

System  locatloo:  Civilian  Personnel  (POX),  DMAAC,  8900  South 
Broadway,  St.  Louis,  Mo.  63125 

Categories  ol  ludividualt  covered  by  the  system:  Aerospace  Center 
civilian  employees  serving  overseas;  rated  eligible  for  foreign  post 
differential  and  allowance. 

Categories  of  records  in  the  system:  File  contains  copies  of  DD 
Form  1351-2,  memorandums  and  letters  concerning  differential  and 
allowances. 

Authority  for  malatenauce  of  the  system:  21  USC  1175 

Routiae  uses  of  records  maintained  In  the  system,  Includhig  catego¬ 
ries  of  users  and  the  parpoaes  of  such  uses:  Purpose  of  file  is  to 
record  documentation  (memorandums  and  letters)  of  employee's 
eligibility  for  foreign  post  differential,  foreign  quarters,  and  post  al¬ 
lowance. 

Users  of  the  information  are  the  Personnel  Office  staff  members. 

User  utilizes  the  fQc  as  a  reference  folder  for  future  transactions 
of  similar  nature. 

Pollrics  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  dlepoelag  of  records  in  the  system: 

^  Storage:  Paper  records  in  file  folders. 

Retrlevablllty:  Filed  alphabetically  by  employee  last  name. 

Safeguards:  Buildings  and  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  diepaeal:  Files  are  retained  and  maintained  in  Cur¬ 
rent  Files  Area  (CFA).  Temporary  Record  •  Destroyed  upon 
separation  of  employee.  ’ 

System  manager(s)  nnd  addrem:  Director  of  Civilian  Personnel 
(POX).  See  DMA  Directory. 

Nntlflcatloa  pmeedure:  Information  may  be  obtained  from  System 
Manager. 

Record  accem  pmeednres:  Requests  from  individuals  should  be 
addressed  to:  See  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  social 
security  number.  Visits  arc  limited  to  normal  working  hours. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  driver’s  license,  employing  of¬ 
fice's  identification  card,  and  give  tome  verbal  information  that 
couk)  be  verified. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  it,  driver’s  license,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  System  Manager. 

Record  source  categories:  Foreign  allowance  application,  grant, 
and  reports. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0604-03  HQ,T,A,H,S,I 

Syotern  name:  604-03  Active  Application  Files  (Applicant  Supply 
Files) 

System  locatloa:  Primary  System  -  DMA  Personnel  Offices.  See 
DMA  Directory  for  complete  address  listing. 

Categories  of  ladividnals  covered  by  the  system:  Individual  job  ap¬ 
plicants 

Categories  of  records  la  the  system:  FOe  contains  rated  applica¬ 
tions  for  positions  of  Clerk-Typists  or  CHcrk-Steno,  test  results 

Authority  for  malatcaancc  of  the  system:  5  U.S.C.  Section  3301; 
Examination,  certification  and  Appointment  -  Civil  Service; 
Generally 


Executive  Order  10577  •  Amending  the  Civfl  Serriec  Rnlos  and 
Authorizing  a  New  Appointment  System  for  the  Competitive  Ser¬ 
vice;  U/23/54 

Routine  uses  of  records  maintained  in  the  system,  inchiding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Personnel  Of¬ 
fice  to  fill  position  vacancies  for  Clerk-Typist  and  Clerk-Steno  posi¬ 
tions  up  to  GS-4  level,  exchange  with  ot^r  organizations,  such  as 
NIH,  subject  to  periodical  inspection  by  Civil  Service  Commission 
Policies  and  practices  (or  storing,  retrieving,  accemiag,  retaiaiag, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  folders  and  file  cabinets 
RctrievabilHy:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary.  DesUoy  after  two  years 
System  managcr(s)  and  addrem:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naviil  Observatory, 
Washington,  D  C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contests  and  appealing  initial  determination  may  bo  obtained 
from  System  Manager. 

Record  source  categories:  Applications  and  tests  completed  by  job 
applicants 

Systems  exempted  from  ccrtala  proviaioas  of  the  act:  NONE 
B06<M-04T,A 

System  name:  604-04  Pending  Application  Files 
System  location:  Civilian  Personnel  Offices  of  DMA  Topographic 
Center  and  DMA  Aerospace  Center.  See  DMA  Directory  for 
complete  address  listing. 

Categories  of  ladividnals  covered  by  the  system:  All  civilian  per¬ 
sonnel  concerned. 

Categories  of  records  In  the  system:  Record  of  personnel  applying 
for  positions  with  DMA  whose  appUcation  is  pending  due  to  lack  of 
quaUfkations,  declining  or  not  available  for  appointment.  Appli¬ 
cants  for  whom  there  are  adequate  Civil  Servke  registers. 

Authority  for  maintenance  of  the  system:  21  USC  1175 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sack  uses:  Used  to  document  in¬ 
dividual’s  consideration  for  appointment. 

Personnel  Offkc,  concerned  employees,  employee  representa¬ 
tives,  and  authorized  inspectors  of  Civd  Service  Commission. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Rctrievability:  Filed  alphabetkally  by  employee  last  name. 
Safeguards:  'Buildings  and  facilitks  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary  record.  Destroy  in  CFA  after 
2  years  or  on  receipt  of  CSC  inspection  report. 

System  managcr(s)  and  addrem:  Defense  Mapping  Agency, 
ATTN:  Personnel  Offke,  Building  56,  U.S.  Naval  Observatory, 
Washington.  D.C.  20305.  TELEPHONE:  Area  Code  202/254-4066 
Notifkation  procedure:  Information  may  be  obtained  from  Above. 
Record  accem  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to  System  Manager 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  social 
security  number.  Visits  are  limited  to  normal  working  hours. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  driver’s  Ucensc,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be' verified. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  driver’s  hcense,  employing  of- 
fke’s  identifkation  card,  and  give  some  verbal  information  that 
could  be  verifkd  with  his  ’case*  folder. 
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CoMtetUat accord  procedarca:  The  Department's  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  System  Manager. 

Record  scarce  categories:  AppUcations  from  individuals  con¬ 
cerned-qualification  statements. 

Systems  esempted  from  certain  provisions  of  the  act:  NONE 
B0«05-01  HQ.T.A,H,S,I 

System  name:  605-01  Equal  Employment  Opportunity  Reporting 
Files 

System  location:  Primary  System  -  Staff  Offices.  Department, 
Division  and  Branch  Offices,  All  Components.  See  DMA  Directory 
for  complete  address  listing. 

Decentralized  Segment  -  Components  and  organizations  of  DMA 
Categories  of  Individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  of  DMA  and  Components 
Categories  of  records  in  the  system:  Social  security  number, 
statistical  by  organization/minority  designation 
Authority  for  maintenance  of  the  system:  Executive  Order  11478, 
8/8/64;  Equal  Employment  Opportunity  in  the  Federal  Government. 

Ronttae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Equal  Em¬ 
ployment  Opportunity  Office  only  to  identify  minorities  and  for 
statistical  purposes.  Can  be  subject  to  submission  to  CSC  for  in¬ 
spection  or  central  EEO  office  -  counselers  investigators  have  ac¬ 
cess  to  files.  * 

Policies  and  practices  for  storing,  retrieving,  acceuing,  retaining, 
and  dbposlng  of  records  la  the  system: 

Storage:  Computer  magnetic  tapes 
Retricvabilhy:  Social  Security  Number 

Safeguards:  Information  available  only  to  Equal  Employment  Op¬ 
portunity  Office. 

Reteatloa  aad  disposal:  Retained  until  employee  leaves  Agency. 
System  maaagcr(s)  aad  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56.  U.S.  Naval  Observatory, 
Washington.  D.C.  20305.  TELEPHONE:  Area  Code  202/254-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Existing  Personnel  Records 
Systems  exempted  from  certain  provbions  of  the  act:  NONE 
B0605-03  HQ,T,A,H,S,I 

System  name:  605-03  Equal  Employment  Opportunity  Complaint 
Case  Files 

System  location:  DMA,  and  Component  organizational  EEO  Of¬ 
fice 

see  DMA  Directory  for  complete  Address  Listing 
Categories  of  individuals  covered  by  the  system:  Any  employee 
who  files  a  complaint  of  discrimination 
Categories  of  records  in  the  system:  All  documents  pertaining  to 
specific  complaints  of  discrimination. 

Authority  for  maintenance  of  the  system:  Executive  Order  11478, 
8/8/69;  Equal  Employment  Opportunity  in  the  Federal  Government. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  EEO  Office  -  to  process 
complaints;  counselors  have  access; 

Personnel  Office  -  to  concur  or  non-concur  with  proposed 
disposition 

Office  of  Counsel  -  formal  investigation;  Complainant’s 
designated  Representative 

HQ  DMA  -  to  concur  or  non-concur  with  proposed  decision 
Civil  Service  Commission  -  appeal  from  initial  agency  decision; 
Department  of  Justice  in  event  of  litigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  folders  in  barred  containers 
RetrievabilHy:  By  nameof  compainant 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 


Retention  aad  dbposal:  Components  -  maintained  until  final  deci¬ 
sion 

Temporary  Record  •  destroyed  after  five  years 
HQ  DMA  -  permanent 

System  manager(s)  aad  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office.  Building  56,  U.S.  Naval  Observatory, 
Washington.  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
Notiflcatloa  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Complaints,  transmittal  letters,  in¬ 
vestigative  data  and  summaries, hearing  transcripts,  finding  of  fact 
statements,  final  disposition  reports,  acceptance  statements, 
withdrawl  notices,  and  similar  or  related  documents. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0606-01  HQ,T,A.H.S,1 

System  name:  606-01  Official  Personnel  Folder  Files 

System  location:  Primary  System  -  Personnel  -  each  organization 
field  activities  -  See  Appendix  B 

Decentralized  Segments  -  National  Personnel  Records  Center,  St. 
Louis,  MO 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees 

✓ 

Indebtedness  •  Allegations  of  indebtedness  made  by  creditors  to 
Personnel  Office  requesting  help 

Categories  of  records  in  the  system:  File  contain  documentation  of 
all  official  personnel  action  taken  on  an  employee  regarding  Federal 
service  including  verification  of  military  service. 

Indebtedness  -  copies  of  court  judgements,  responses  to  claim 
and  counseling  records 

Authority  for  maintenance  of  the  system:  Executive  Order  10561 
9/15/54  Designating  Government  Agencies  as  Records  of  the  Civil 
Service  Commission  and  Prescribing  Regulations  Relating  to  the 
Establishment,  Maintenance  and  Transfer  thereof. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  aad  the  purposes  of  such  uses:  Personnel  Office  -  serves 
as  the  official  personnel  record  of  an  employee's  Federal  Service 
Supervisory  •  Merit  Promotion  Plan 

National  Personnel  Records  Center,  St.  Louis,  MO.  -  to  give  in¬ 
formation  to  individuals  concerned  after  retirement  or  separation 
from  government  service. 

Any  regulatory  authority  such  as  Civil  Service  Commission 
Indebtedness  -  counseling,  possible  use  in  court  proceedings,  su¬ 
pervisors  and  personnel  for  disciplinary  actions 

Policies  aad  practices  for  storing,  retrieving,  acceuing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
RetrievabilHy:  Alphabetically  by  last  name  « 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary  Record  -  retained  in  active  file 
until  employee  separates.  Upon  separation  from  Federal  Service, 
file  sent  to  National  Personnel  Records  Center.  Upon  transfer  to 
another  Agency,  file  is  sent  to  Agency’s  personnel  office. 
Destroyed  at  NPRC  after  75  years  after  date  of  birih. 

Indebtedness  -  destroyed  upon  separation  of  individual. 

System  manager(s)  and  addreu:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naval  Observatory. 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
^  Record  acccu  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager 

Record  source  categories:  Personnel  forms  completed  by  em¬ 
ployee  and  Personnel  Office  regarding  Federal  employment. 
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PcrsonMl  Office  •  aotificatioa  of  pcrsoaael  actioa,  pay  changes, 
change  of  address,  chaai^  of  health  beaefitt  and  Ufe  insurance,  let¬ 
ters  of  reprimand,  verification  of  miUlary  service,  educational 
transcripts.  Documents  generated  by  Civil  Service  Commission 
such  as  test  scores,  notices  of  ratings. 

Indebtedness  -  official  court  judgements  or  court  orders.  Em¬ 
ployees  responses  and  creditors  requests  for  help. 

Systems  exempted  from  certain  proviaiens  of  the  act:  NONE 
B0«0«-«2  KQ.T,H,A,1 

Sysum  name:  606-02  Employee  Service  Record  File 
System  location:  Primary  System  -  Personnel  Office  and  each  or¬ 
ganizational  field  activity 

Decentralized  Segments  -  Records  Holding  Area,  Records 
Maiugement  Division  (For  TC  files  only)  -  See  DMA  Directory  for 
complete  address 

Categories  of  individuals  covered  by  the  system:  Any  individual 
employed  by  HQ,T,H,A,I 

Categories  of  records  ia  the  syskm:  Card  contains  a  summary  of 
all  personnel  actions  on  SF-50's  or  pay  change  actions  during  em¬ 
ployment  of  the  individual  concerned. 

Log  and  disposition  contains  name,  social  security  number,  date 
of  birth,  when  and  where  official  Personnel  Folder  was  sent  from 
Personnel  Office 

Authority  for  maiatcaaBcc  of  the  system:  Executive  Order  K)S61, 
'Desigaating  Official  Personnel  Folders  in  Government  Agencies  as 
Records  of  the  Civil  Service  Commistion  and  Prescribing  Regula¬ 
tions  Relating  to  the  Establishment,  Maintenance,  and  Transfer 
Theroif,  9/15/34 

Routine  uses  of  records  maintained  ia  the  system,  hicKKlIag  eatego- 
rlcs  of  users  and  the  purpoaes  of  such  uses:  Personnel  •  Card  index 
control  of  personnel  actions  on  employees  and  organizational  con¬ 
trol,  updated 

Supervisory  -  Statistical  Purposes 
Log  -  used  by  Personnel  to  verify  employee 
Records  Holding  Area,  Records  Management  Division  -  to 
furnish  certain  information  (Permanent  or  Temporary;  Salary;  How 
long  employed;  Date  of  birth)  to  other  Government  agencies,  com¬ 
mercial  or  credit  organizations,  verification  of  employment,  reasons 
for  leaving,  birth  date,  date  of  employment,  information  to  be  given 
to  FBI,  Civil  Service  Commissioa  on  dates  of  employment. 

Polkles  and  praetkea  for  atorlng,  rctrtevlaf ,  accessing,  retaining, 
and  dbposing  of  records  la  the  system: 

Storage:  Card  (SF  7)  and  Log  Book 

Retrkvabillty:  Card  by  organization,  grade  level,  alphabetically 
by  name.  Log  -  by  date 

Safeguards:  Buildiag/facility  employs  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  trained. 

Retention  and  dispoMi:  Temporary  Record.  Card  (SF  7)  -  COFF 
inactive  files  every  five  years.  Transfer  to  Records  Holding  Area 
five  years  after  cut  off.  Destroy  in  Records  Holding  Area  after  ten 
years.  Log  -  retained  in  Personnel,  destroyed  after  15  years. 

System  maaagerfs)  and  addrem:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Nav^  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
Notifkatlon  procedure:  Information  may  be  obtained  from  Above. 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  offke  symbol,  on  all  cor¬ 
respondence  received  from  this  offke 
For  personal  visits,  the  individual  should  Jbe  able  to  provide  .  me 
acceptable  identification,  that  is,  drivers  Ikense,  employing  office's 
identifkation  card  and  give  some  verbal  information  that  coui-i  be 
verifkd 

Contesting  record  procedures:  The  Agencys'  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from: 
System  Manager. 

Record  source  entegorks:  Card  Entries  -  Supervisory  -  SF  52  ac¬ 
tion,  pay  actions,  performance  appraisals 
Personnel  and  Civil  Servke  Commission  Automatic  Pay  Actions 
Log  -  Personnel  Clerk  entries 

Systems  exempted  from  eertain  provisions  of  the  net:  NONE 


B0606-«3  UQ,T41.A 

System  name:  606-03  Expert  and  Consultant  Data  Fiks 

System  location:  Personnel  Offkes  -  See  DMA  Directory  for 
complete  address  listing. 

Categories  of  indWidnab  covered  by  the  system:  Any  individual 
employed  as  an  expert  or  consultant  with  DMA 

Categories  of  records  ia  the  system:  Employment  and  education 
history,  salary  data,  statement  of  duties  or  functions  proposed  for 
the  expert/consultant. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  3101  -  Authori¬ 
ty  for  Em^yment 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  The  purpose  of  collect¬ 
ing  the  information  is  to  evaluate  the  merits  of  proposed  appoint¬ 
ments  of  consultants/experts  and  to  meet  CSC  requirements  to 
maintain  such  records. 

The  information  is  used  to  obtain  final  approval  by  DMA/DOD 
on  proposed  appointments  of  experts/consnhants. 

Supervisors,  Personnel,  OSD  offkials,  CSC. 

Polkics  and  praetkes  for  storing,  retrkving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  fik  folders. 

Retrievabilhy:  AipbabetkaHy  by  name. 

Safeguards:  Buildings  or  facilities  employ  secunty  guards. 
Records  are  m.aintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary.  Destroy  2  years  after  separa¬ 
tion  of  employee. 

System  maaager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 

Notifkation  procedure:  Information  may  be  obtained  from  Above. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  offke  symbol,  on  all  cor¬ 
respondence  received  from  this  office 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identifkation,  that  is,  drivers  Ikense,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verifkd 

Contestiag  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Personnel  actions  recorded  for  super¬ 
visory  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B060605  HQ,T,H,A,S,1 
System  name:  606-05  Adverse  Action  Fiks 

System  location:  Personnel  Offkes  DMA.  See  DMA  Directory  for 
complete  address  listing. 

Categories  of  individuals  eovered  by  the  system:  AD  civilian  em¬ 
ployees  who  had  had  adverse  action  taken  against  them. 

Categories  of  records  in  the  system:  Copies  of  notice  of  proposed 
adverse  action,  the  material  relied  on  by  the  Agency  to  support  the 
reasons  in  that  notice,  any  answer  made  by  the  employee  and  the 
notice  of  decision. 

Authority  for  maintenance  of  the  system:  E.O.  11491  -  'Labor 
Management  Relations  in  the  Federal  servkes'  - 10/31/69 

Routine  uses  of  records  maintained  in  the  system,  incladiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ‘To  maintain  records  on 
adverse  actions  for  use  in  employee  appeals  or  grievances  and  as 
documentation  in  further  adverse  actions  against  an  employee,  in¬ 
formation  from  file  could  be  used  in  appeal  cases  to  Civil  Servke 
Commission,  can  be  used  by  both  counsel  and  union  in  cases  of 
representation. 

Polkics  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Paper  records  in  fik  folders 

Retrkvabillty:  Filed  alphabetically  by  last  name  of  employee 
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Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Reteution  and  disposal:  This  is  a  temporary  record.  Destroy  after 
K)  years  unless  employee  appeals;  in  which  case,  transfer  to  File 
No.  610-03  (Appeals  and  Grievances) 

System  maaagerts)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56.  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE;  Area  Code  202/254-4066 
NoiifkatioB  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals, should  be 
addressed  to  system  manager 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  All  documents  related  to  adverse  ac¬ 
tions.  such  as  removal,  suspension,  furlough  without  pay.  and 
reduction  in  rank  or  pay  for  cause  other  than  reduction-in-force 
Notices  of  proposed  action,  employee’s  reply,  statement  of  wit¬ 
ness,  notice  of  decision,  and  similar  documents.  / 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B06074)l  HQ.T,H.A.S.l 

System  name:  607-01  Personnel  Locator  Files  (Alpha  Listing) 

System  location:  Primary  Personnel  Offices  -  See  DMA  Directory 
for  complete  listing. 

Decentralized  Segments  •  Computer  Services  -  T.  H,  A. 

Categories  of  Individuals  covered  by  the  system:  Any  civilian  in¬ 
dividual  employed  by  DMA 

Categories  of  records  la  the  system:  Alphabetical  file  contains 
name,  job  title,  job  number,  social  security  number,  date  of  birth, 
service  computation  date,  pay  plan,  grade,  step,  series,  organiza¬ 
tion  code. 

Social  Security  Listing  -  Contains  social  security  number  and 
name. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  7301  -  Regula¬ 
tion  of  Conduct  -  Presidential  Regulations 
Routine  uses  of  records  maintained  la  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Alpha  listing  -  To  locate 
employees  by  organization  and  job*  title  and  perform  certain  inter¬ 
nal  reports  and  internal  requests  for  information  within  the  Person¬ 
nel  Office  within  the  Agency. 

Social  Security  Number  Listing  -  To  locate  an  employee  when 
social  security  number  only  is  known.  Used  when  working  with 
error  listings  sent  by  Civil  Service  Central  Personnel  Data  File. 

PoUcles  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Computer  Printout  Paper 
RetrlevabllHy:  Alphabetically  by  last  name 
Social  Security  Number 

Safeguards:  Building/Facility  employ  security  guards.  Records  are 
mainuined  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Alphabetical  Listing  -  Temporary 
Destroy  after  6  months. 

Social  Security  Number  Listing 

System  manager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naval  Observatorv, 
Washington.  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this* office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 


Record  source  categories:  Personnel  Master  File  Computer  Tape 
located  in  Department  of  Computer  Services 
Personnel  Master  File  -  Tab  run 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0607.03  HQ.T.A.S.l 

System  name:  607-03  Chronological  Journal  Files 
System  location:  Personnel  Offices.  TC.AC.HC  -  See  DMA 
Directory  for  complete  address  listing. 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  of  the  Agency  who  has  a  personnel  action  pertaining  to  him. 

Categories  of  records  in  the  system:  Contains  all  personnel  actions 
for  which  an  SF  50,  Notification  of  Personnel  Action  is  required. 

Authority  (or  maintenance  of  the  system:  E.O.  10561  -  ’Designating 
Official  Personnel  Folders  in  Government  Agencies  as  Records  of 
the  CSC  and  Prescribing  Regulations  Relating  to  the  Establishment. 
Maintenance  and  Transfer  Thereof  9/15/54 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monthly  strength  reports 

-  Internal,  DoD  and  the  Civil  Service  Commission 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  file  of  SF  50  in  file  folders 
Retrievabllity:  By  date,  organization,  alphabetical  by  name 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary.  Destroy  after  2  years  in  cur¬ 
rent  files  area 

System  manager(s)  and  address:  See  Appendix  B 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Typed  from  SF  52,  Request  for  Person¬ 
nel  Action  from  either  management  or  the  Personnel  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0608-06  HQ.T.A,H,I,S 

System  name:  608-06  Civilian  Training  Reporting  Files 
System  location:  Civilian  Personnel  Offices  -  See  DMA  Directory 
for  complete  address 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  receiving  training  in  Government  and  non-  government 
facilities 

Civil  Service  Commission 
Supervisory  Personnel 
Members  of  Personnel  Office 

Categories  of  records  in  the  system:  File  contains  the  Central  Per¬ 
sonnel  Data  Files  Report  showing  training  completed  and  also  the 
quarterly  report  of  career  development  executive  and  management 
training  for  minorities  and  women 

Authority  for  maintenance  of  the  system:  Executive  Order  11348,  - 
Providing  (or  Further  Training  of  Government  Employees;  4/22/67 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office 

-  for  reporting  training 

Civil  Service  Commission  for  review 
Supervisory  Personnel  -  access  to  file  for  review 
Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievabllity:  Appropriate  folder  by  name  of  individual,  social 
security  number  and  type  of  training 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 

Retention  and  disposal:  Records  are  reviewed  annually  and  the 
portion  pertaining  to  individuals  ho  longer  employed  with  the  Agen¬ 
cy  are  destroyed. 

System  maaager(s)  and  address:  Records  are  destroyed  after  five 
years 
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Defense  Mapping  Agency,  ATTN:  Personnel  Office.  Building  S6, 
U  S.  Naval-Observatory,  Washington,  D.C.  20303,  TELEPHONE: 
Area  Code  202/234-4066 
Civilian  Personnel  •  HQ,  T,  A,  H. 

NeUfkatloa  procedure:  Information  may  be  obtained  from  System 
Manager 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Coutcstlag  record  procedures:  The  Agencys*  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Record  source  categories:  Individuals,  interagency  -  professional 
institutions 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0608-07  T.H.A 

System  name:  608-07  Civilian  Training  Program  Files 
System  location:  Primary  System  -  Staff  Offices,  Department. 
Division  and  Branch  Offices,  All  Components.  See  DMA  Directory 
for  complete  address 

Decentralized  Segments  •  Components  and  organizations  of  DMA 
Categories  of  individnala  covered  by  the  system:  Any  civilian  em¬ 
ployee 

Calories  of  records  in  the  system:  File  contains  career  plans  for 
certain  executives  and  managements,  CS-13  and  above,  career  ap¬ 
praisals  •  performance  evaluations,  applications  for  career  ap¬ 
praisal,  and  assessment  of  knowledges  and  abilities  for  certain 
managers.  The  files  also  contain  minutes  of  executive  manpower 
resources  board  meetings 

Authority  for  maintenance  of  the  system:  Executive  Order  11348, 
Providing  for  the  Further  Training  of  Government  Employees; 
4/22/67 

Routine  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office 
-  for  career  planning  and  career  appraisals 
Supervisory  and  CivO  Service  Commission  -  reviews 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders 

RetricvabilHy:  Filed  within  appropriate  folder  in  alphabetical 
order  by  name 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
Retention  and  disposal:  Records  are  destroyed  after  five  years  or 
five  years  after  completion  of  a  specific  training  program 
System  managerfs)  and  addresa:  Defense  Mapping  Agency. 
ATTN:  Personnel  Office,  Building  36.  U.S.  Naval  Observatory, 
Washington,  D.C.  20303,  TELEPHONE:  Area  Code  202/234-4066 
Notificatloa  procedure:  Information  may  be  obtained  from  Above. 
Record  acceaa  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys’  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from: 
System  Manager  -  See  Appendix  B 
Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  drivers  licensb,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified 

Record  source  categories:  Information  and/or  transcripts  supplied 
by  Federal  Institution  requests  by  supervisor  or  personnel  to  in¬ 
itiate  action 

Systems  exempted  from  certain  provbioas  of  the  act:  NONE 


B0608-08  HQ,  T,  A,  H,  1,  S 
System  name:  608-08  Training  Files 

System  locatioa:  Defense  Mapping  Agency  Headquarters  (HQ 
DMA),  DMA  Topographic  Center  (T),  DMA  Hydrographic  Center 
(H),  DMA  Aerospace  Center  (A).  Defense  Mapping  School  (S), 
Inter  American  Geodetic  Survey  (I).  See  DMA  Directory  for 
complete  address  listing 

Categories  of  iudividnals  covered  by  the  system:  Any  DMA  civilian 
employee 

Categories  of  records  in  the  system:  File  contains  documents 
reflecting  such  items  as  cumulative  record  of  management  training 
received  by  each  supervisor,  space  allocations,  listing  of  partici¬ 
pants  in  after  duty  hours  on  base  courses,  and  student  evaluation 
of  courses.  Included  also  are  Nomination  for  Interagency  Training 
(OF  Form  37);  Enrollment  and  Registration  Request  for  DoD 
Management  Education  and  Training  Program  Courses  (DD  Form 
1336);  Training  Attendance  and  Rating  (AF  Form  1131);  Trainee  Date 
(AF  Form  1132);  and  Record  of  Training  or  Certification  of 
Equivalency  (AF  Form  1314). 

Authority  for  maiutenaucc  of  the  system:  Executive  Order  11348, 
’Providing  for  the  Further  Training  of  Government  Employees’ 

Routine  uses  of  records  maintaiacd  in  the  system,  includiug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office 

-  For  use  in  planning,  scheduling,  approving,  documenting,  and 
evaluating  training.  Also,  for  statistical  information  needed  in  vari¬ 
ous  reports. 

Supervisory  -  For  use  in  personnel  administration. 

Civil  Service  Commission  -  Inspection  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

3’  X  8’  file  cards. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Civilian  Personnel  Office  -  Records  are 
destroyed  after  five  years. 

System  manager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  36.  U.S.  Naval  Observatory, 
Washington.  D.C.  20303,  TELEPHONE:  Area  Code  202/234-4066 

Notification  procedure:  Information  may  be  obtained  from  Above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  calories:  Civil  Service  Commission.  Academic 
Institutions,  Professional  Organizations  and  Inter-Agency  training. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0608-09  HQ,T.A,H,S,I 
System  name:  608-09  Contract  Training  Files 

System  locatioa:  Civilian  Personnel  Offices  -  See  DMA  Directory 
for  complete  address 

Categories  of  individuals  covered  by  the  system:  Any  civilian  em¬ 
ployee  concerned 

Categories  of  records  in  the  system:  File  contains  documents 
reflecting  contract  training  of  civilian  employees  in  non-government 
facilities  -  covering  such  items  as  information  used  in  rating  appli¬ 
cants  for  Long-Term  Full  Time  Training  (LTFTT),  service  agree¬ 
ments  for  LTFTT,  employee  selection,  student  evaluation,  con¬ 
tracts  between  Agency  and  non-government  training  facilities. 

Authority  for  maintenance  of  the  system:  Executive  Order  11348, 
Providing  for  the  Further  Training  of  Government  Employees, 
4/22/67 

Rontinc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office 

-  For  use  in  planning,  scheduling,  approving  documenting  and 
evaluating  training.  Also,  for  statistical  information  needed  in  vari¬ 
ous  reports. 

Managers  -  For  use  in  personnel  administration. 

Academic  Institutions  -  Civil  Service  Commission 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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Storage:  Paper  record  in  file  folders  and/or  Kardex 
Retrtevabillty:  Filed  alphabetically  by  last  name  of  employee 
Salctoards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared  and  trained. 

Retentioa  and  disposal:  Temporary  •  Record  destroyed  3  ytm 
after  completion  of  training  or  upon  expiration  of  obligated  service 
agreement. 

System  manager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  36,  U.S.  Naval  Observatory, 
Washington,  D.C.  20303,  TELEPHONE:  Area  Code  202/234-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Transcripts  from  previous  academic  In¬ 
stitutions,  Professional  Organizations 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B060t-10  HQ,T,A.H.1,S 
System  name:  608-10  Record  of  Training  Files 
System  location:  Civilian  Personnel  Offices  •  See  DMA  Directory 
for  complete  address  listing. 

Categories  of  individuals  covered  by  the  system:  Any  individual 
trainee  participating  in  off-thc-job  training  courses. 

Categories  of  records  In  the  system:  Files  contain  listing  of  all 
courses  which  the  Agency  sponsors  for  the  individuals*  length, 
dates  and  cost  of  each  course. 

Authority  for  maintenaucc  of  the  system:  Executive  Order  11348  S 
U.S.C.  Section  4103  and  4118  -  Establishment  of  Training  Programs; 
Training  -  Regulations 

Routiac  uses  of  records  malntaiacd  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Office 
•  For  use  in  administering  training  program  and  documenting 
record. 

Policies  and  practices  for  storing,  retrieving,  acccssiag,  rctainiag, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  fOe  folders. 

Card  files 

Retrievability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retentioa  and  disposal:  Records  are  reviewed  annually  and  the 
portion  pertaining  to  individuals  no  longer  employed  with  Agency 
are  destroyed. 

System  manager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  36,  U.S.  Naval  Observatory, 
Washington,  D.C.  20303,  TELEPHONE:  Area  Code  202/234-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Supervisors  approval,  employee  request 
forms,  academic  institutions 

^Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0609-01  HQ,T,H,A,S,I 

System  name:  609-01  Referral  and  Selection  Files 
System  location:  Personnel  Offices  •  See  DMA  Directory  for 
complete  address 


Categories  ut  iadlvIdaslB  cuvered  by  the  system:  AO  applicants  for 
positions 

Categories  of  records  la  the  system:  Contains  position  vacancy  an¬ 
nouncements  and  records  of  persons  applying,  their  ratings  and  the 
persons  referred  and  selected  for  the  vacancy 
Authority  for  maiatcuance  of  the  system:  Executive  Order  10377  • 
Amending  the  Civil  Service  Rules  and  Authorizing  a  New  Appoint¬ 
ment  System  for  Competitive  Service;  0/23/34 
Rontiae  ases  of  records  maiatalaed  ia  the  system,  fasclading  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  a  record  of 
employees  selected  under  the  Civilian  Personnel  Office,  Promotion 
Panel.  EEO,  Personnel,  CSC 

Policies  and  practices  for  storing,  retrieving,  accessing,  retataing, 
and  dbposing  of  records  in  the  system: 

Storage:  Envelopes  in  file  cabinets 
Retrievability:  By  vacancy  announcement  number 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
Retention  and  disposal:  Temporary  -  destroy  after  two  years 
System  managcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  aU  cor¬ 
respondence  received  from  this  office 
For  personnel  visits,  the  individual  should  be  able  to  provide 
tome  acceptable  identification,  that  is,  drivers  license,  employing 
office's  identification  card,  and  give  some  verbal  information  that 
could  be  verified 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Information  is  provided  by  employee, 
their  supervisor,  and  the  selecting  official 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0609-05  A 

System  name:  609-03  Occupational  Inventory  Files 
System  locntioa:  Priamry  System  -  Office  of  Civilian  Personnel 
(POP).  DMAAC,  8900  South  Broadway,  St.  LouU,  MO  63123. 

Decentralized  Segments  -  AU  Directorates.  Staff  Agencies  and 
Departments  DMAAC,  St.  Louis.  MO:  DMAAC  Geodetic  Survey 
Squadron,  FE  Warren  AFB,  WY  82001;  DMAAC  Cartographic 
Technical  Squadron,  March  AFB,  CA  92308. 

Categories  of  indhridaals  covered  by  the  system:  Employee  con¬ 
cerned.  supervisor  and  Personnel  Office 
Categories  of  records  in  the  system:  Record  contains  information 
on  qualifications,  availability,  appraisals,  and  other  data  on  persons 
registered  in  specific  career  fields  (DMATC  Fm  1403  POP-5  and 
1403  pop-4) 

Authority  (or  maintenance  of  the  system:  5,  E.0. 10577  -  Amending 
the  Civil  Service  Rules  and  Authorizing  a  new  Appointment  System 
for  Competitive  Services,  11/23/34 
Routine  uses  of  records  malutalned  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  utilized  to 
provide  numerical  appraisal  of  employee's  current  performance. 

Category  of  users  are  civilian  employees,  supervisors  and  Per¬ 
sonnel  Office. 

Specific  use,  the  user  utilizes  the  information  to  provide  numeri¬ 
cal  appraisal  of  employee's  current  performance  and  potentials  for 
middle  and  high  level  managerial  and  executive  positions,  and 
potential  for  general  schedule  nonsupervisory  positions. 

Policies  and  practices  fur  storing,  retrieving,"  acccssfaig,  rctainiag, 
and  disposing  of  records  ia  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  be  last  name  according  to 
position  level. 

Safeguards:  Facility  employs  security  guards  on  a  continuous 
basis.  Records  are  maintained  in  area  accessible  only  to  authorized 
personnel.  Records  are  stored  in  locked  file  cabinets. 
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RctcBtloB  ud  dbpoMl:  Primary  System  •  Forms  are  maintained 
and  retained  in  current  files  area  (CFA).  Forms  are  destroyed  2 
years  after  individual  is  no  longer  eligible  for  consideration. 

System  managcr(s)  and  address:  Office  of  Civilian  Personnel 
(POP).  DM  A  AC.  8900  South  Broadway.  St.  Louis.  MO  63123. 

Notification  procedure:  Request  should  be  addressed  to  above 
SYSMANAGER  •  See  Appendix  B, 

Requesting  individual  should  provide  proper  identification,  such 
as,  identification  badge,  when  inquiring  about  whether  or  not  the 
system  contains  a  record  about  him/her. 

The  requestor  may  visit  the  Office  of  Civilian  Personnel  (POP). 
HQ  DMAAC.  8900  South  Broadway.  St.  Louis.  MO  6312S  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him/her. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  employee  badge,  and  be  in  a  posi¬ 
tion  to  give  verbal  information  that  could  be  verified  with  his  file 
folder. 

Record  access  procedures:  Information  may  be  obtained  from: 
Office  of  Civilian  Personnel  (POP) 

HQ  DMAAC 

8900  South  Broadway 

St.  Louis,  MO  63123 

Telephone:  Area  Code  314/268-8334 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  containing  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Employee,  Supervisor.  Personnel  Of¬ 
fice.  DMAAC  Fm  1403  POP-3  and  1403  POP-4 

Systems  exempted  from  certafai  provisloBS  of  the  act:  NONE 
B0609-05-2  HQ 

System  name:  609-03  Comptroller/Financial  Management  Civilian 
Career  Referral  System. 

System  locatioa:  Manpower  &  Management  Division,  Headquar¬ 
ters  Defense  Mapping  Agency,  Bldg.  36.  U.  S.  Naval  Observatory. 
Washington.  D.  C.  20303. 

Categories  of  ludlvlduals  eovered  by  the  system:  Any  individual  in 
the  Defense  Mapping  Agency  who  is  at  grade  GS-13  or  above  in  oc¬ 
cupation  series  covered  by  this  program  and  who  prepared  the 
required  registration  material. 

Categories  of  records  in  the  system:  Personal  Qualifications  State¬ 
ment  (SF-171).  Employee  Career  Appraisal  (DD  Form  1917  or  DD 
Form  1336),  Request  for  Preliminary  Employment  Data  (SF  Form 
73)  and  miscellaneous  other  material,  such  as  letters  of  commenda¬ 
tion,  which  are  submitted  voluntarily  by  employees  registering  in 
the  system.  Also,  correspondence  and  internal  memoranda  relating 
to  the  internal  administration  of  the  system. 

Authority  for  malutcBaucc  of  the  system:  3  U.S.C.  3101  -  Authority 
for  Employment;  3  U.S.C.  3301  •  Examination.  Certification,  and 
Appointment  •  Civil  Service;  Generally. 

Routine  uses  of  records  malutaiued  In  the  system,  luclndiug  catego* 
rlcs  of  users  and  the  purposes  of  such  uses:  To  provide  referral  infor¬ 
mation  to  DoD  Components  when  a  notice  is  received  from  a  DoD 
Component  that  a  vacancy  exists  in  a  position  COVERED  BY 
THIS  PROGRAM. 

Policies  and  practices  for  storlug,  reUievlug,  accessing,  retaining, 
and  dlsposlag  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders  in  a  safe. 

RctricvabllHy:  Filed  alphabetically  by  last  name  of  each  regis¬ 
trant. 

Safeguards:  Building  employees  security  guards.  Records  are 
maintained  in  a  security  container  and  in  an  area  accessible  only  to 
authorized  personnel  that  are  properly  screened  and  cleared. 

RetentioB  and  dbposal:  Records  are  retained  as  long  as  the  in¬ 
dividual  is  eligible  for  registration  and  desires  to  remain  registered 
in  the  system,  records  are  destroyed  when  obsolete. 

System  maaagerfs)  and  addrem:  Chief.  Manpower  and  Manage¬ 
ment  Division.  Headquarters  Defense  Mapping  Agency. 

Notification  procedure:  Information  may  be  obtained  from  the 
SYSMANAGER. 

Record  access  procedures:  Information  may  be  obtained  from  the 
SYSMANAGER  at  the  address  indicated  under  location. 


Written  requests  for  information  should  contain  the  fuO  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  aO  cor¬ 
respondence  received  from  this  office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified 

Telephone:  202-234-4487 

Coutcstlag  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  indivudual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories:  All  information  pertaining  to  individuals 
registered  in  the  system  is  either  supplied  by  the  individual,  his  su¬ 
pervisors  or  his  servicing  Civilian  Personnel  Office. 

Systems  exempted  from  certain  provbioBS  of  the  act:  NONE 
B0609.4)7  HQ,T,A.H4 

System  name:  609-07  Individual  Overseas  Employment  Referral 
Files 

System  locatlou:  Personnel  Office  -  HQ,TC,AC,HC  -  See  DMA 
Directory  for  complete  address 

Categories  of  individuals  covered  by  the  system:  Any  individual  re¬ 
gistered  in  the  Overseas  Employment  Referral  Program 

Categories  of  records  in  the  system:  File  contains  documents  on 
employees  registered  in  Overseas  Employment  Referral  Program. 
Includes  application,  name,  skills,  grade  levels,  locations,  for  which 
registered,  offers  received  and  action  taken,  correspondence  with 
registrant,  date  dropped  from  system  and  reasons. 

Authority  for  maintenance  of  the  system:  3  U.S.C.  3101  -  Authority 
for  Employment 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Place  employees  in  auto¬ 
mated  Overseas  Employment  Program 
Any  agency  employing  personnel  overseas 
Supervisors 
Personnel  Office 

Polkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievabiiity:  Alphabetically  by  last  name 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

RetentioB  and  dbposal:  Temporary  -  Destroy  2  years  after  in¬ 
dividual  is  dropped  from  system. 

System  maaagerfs)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  36,  U.S.  Naval  Observatory. 
Washington,  D.C.  20303.  TELEPHONE:  Area  Code  202/234-4066 
NotificatioB  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Form  completed  by  employee  with  ad¬ 
vice  of  personnel  representatives. 

Systems  exempted  from  certain  provbhms  of  the  act:  NONE 
B0609-09  A 

System  name:  609-09  Occupational  Qualification  List  Files 
System  location:  DMAAC  Comptroller  (CM).  Second  &  Arsenal 
Streets,  St.  Louis,  MO  63118 

DMAAC  Civilian  Personnel  Directorate  (PO),  8900  South  Broad¬ 
way,  St.  Louis,  MO  63123. 

Categories  of  individuals  covered  by  the  system:  Concerned 
civilian  mathematicians,  physicians,  and  cartographers  employed  at 
DMAAC. 

Categories  of  records  in  the  system:  File  contains  work  and  educa¬ 
tional  history,  training,  awards,  performance  and  appraisal  data. 

Authority  for  maintcBance  of  the  system:  3  U.S.C.  3101-Authority 
for  Employment 
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Roatiac  am  of  records  aalBtaiacd  la  the  systeoi,  hiclodiag  catego* 
rics  of  asers  aad  the  parpooes  of  each  aset:  Purpose  of  tape  is  to  col¬ 
lect  information  concerning  selected  educational  backgrounds, 
mathematicians,  physicians  and  cartographers. 

User  -  Civilian  Personnel  Directorate  (PO) 

User  utilizes  the  files  to  determine  employee  skills  for  merit 
promotion  consideration 
Promotion  Panels  (Ad-Hoc) 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Magnetic  tape,  paper  cards  and  paper  computer  printout. 
Retrievability:  Filed  by  reel  number  and  within  mechanized 
listings  arranged  alphabetically  within  organizational  location  and 
grade. 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  dbpoeal:  Tape  b  retained  in  tape  library  and  is  up¬ 
dated  by  input  cards.  The  input  cards  and  printouts  are  destroyed 
when  superseded  or  upon  separation  of  employee 
System  maaager(s)  and  address:  DMAAC  Civilian  Personnel 
Directorate  (PO),  89(10  South  Broadway,  St.  Loub,  MO  63125 
Noddeatioa  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager.' 

Contesting  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Civilian  Personnel  Office  and  super¬ 
visor 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
B061«-01  HQ,T,A,H,I,S- 
System  name:  610-01  Hours  of  Work  Files 
System  location:  Personnel  Offices  -  See  DMA  Directory  for 
complete  address 

Categories  of  individuals  covered  by  the  system:  Employees  who 
request  change  in  hours  of  work. 

Categories  of  records  in  the  system:  Contains  employees  name, 
reason  for  desiring  change  in  work*  hours,  decisions  to  approve  or 
disapprove. 

Supervisors,  Personnel  Office,  Office  of  Comptroller 
Xnthority  (or  maintenance  of  the  system:  5  U.S.C.  7301  •  Regula¬ 
tion  of  Conduct  •  Presidential  Regulations 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  show  changes  in 
hours  of  work  of  individuals. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  AlphabeticaOy  by  name 

Safeguards:  'Buildings  or  facilities  employ  security  guards,  ecords 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Retentioa  aad  disposal:  Destroy  one  year  after  no  longer  effective 
System  managcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Navri  Observatorv, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 ' 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  .procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  indi-  viduals  current  address  and  telephone  number,  and  the 
Case  (Control)  number  that  appears  with  the  office  symbol,  on  all 
correspondence  received  from  ^is  office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

-Record  source  categories:  Individuals  originating  request  review  of 
approval  or  disapproval  by  supervisor. 


Systenis  exeniptcd  from  certain  provisions  of  the  act:  NONE 
B0619.63  HQ.T,A,H.1,S 
System  name:  610-03  Appeals  Files 
System  locatioa:  HQ.  T.  A.  H.  I 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  file  an  appeal  to  a  removal,  suspension  (or  more  than 
30  days,  furlough  and  reduction  in  rank  or  pay. 

Categories  of  records  in  the  system:  File  contain  copies  of;  notice 
of  proposed  action,  supporting  evidence,  employee  reply,  notice  of 
decision,  record  of  when  a  hearing  is  held 

Authority  for  mainteuance  of  the  system:  Executive  Order  11787  - 
Revoking  Executive  Order  No.  10987,  Relating  to  Agency  Systems 
for  Appeals  from  Adverse  Actions  5  USC  7512,  7701 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintained  for  use  in  ap¬ 
peal  proceedings. 

Personnel  Office 

Employee  Representative 

Supervisors 

Hearing  Officer 

Civil  Service  Commission 

Equal  Employment  Opportunity 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  magnetic  tapes 
Retrievability:  Filed  alphabetically  by  last  name  of  employee. 
Safeguards:  buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 

Retention  and  disposal;  Destroy  in  current  files  area  after  seven 
years  unless  appeal  is  still  pending. 

System  manager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naval  Observatorv, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys  rules  (or  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Supervisors,  employee,  witnesses. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0610-03-2  HQ,T,A,H.I,S 
System  name:  610-03  Grievance  Files  , 

System  location:  Civilian  Personnel  Offices  -  See  DMA  Directory 
for  complete  address 

Categories  of  individnals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  have  filed  a  grievance. 

Categories  of  records  in  the  system:  File  contains  correspondence 
relative  to  grievance,  investigation  report,  decision  by  management 
at  various  steps  of  procedure,  supporting  evidence.  Hearing  record. 
Examiners  Report,  Grievance  decision. 

Authority  (or  maintenance  of  the  system:  5  U.S.C.  1302,  3301,  3302 
Executive  Order  11491  as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  To  evaluate  the  merits  of 
employee  grievances  and  to  make  decisions  on  grievances 
Personnel  Office.  Employee  Representative,  Supervisors 
Grievance  Examiner,  Civil  Service  Commission,  Equal  Employ¬ 
ment  Opportunity  Officer.  Local  Union  Officials 

Policies  and  practices  (or  storing,  retrieving,  secerning,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Paper  Records  in  ffle  folder  -  magnetic  tape  recording 
when  a  hearing  is  held 

Retrievability:  Filed  alphabetically  by  last  name  of  employee. 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  Temporary  Record  •  destroy  after  seven 
years  unless  appeals  are  pending 
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8jrt(*B  ■au(cr(i)  ud  «ddrtM:  Defense  Mapping  Agency, 
ATTN:  Peraonnel  Office,  Building  36,  U.S.  Naval  Observatory, 
Washington.  D  C.  2030S.  TELEPHONE:  Area  Code  202/234-4066 
Notification  procednre:  Information  may  be  obtained  from  Above. 
Record  accese  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Coutesting  record  procedures:  The  Agency|s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Supervisors,  employee,  witnesses  and 
grievance  examiners 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0611-«l  TW^.H,I  , 

System  name:  611-01  Reduction  in  Force  Card  Files 
System  location:  Civilian  Personnel  Offices  -  See  DMA  Directory 
for  complete  address 

Categories  of  Individnals  covered  by  the  system:  All  civilian  em¬ 
ployees  at  Agency 

Categories  of  records  la  the  system:  File  contains  reduction-in- 
force  data;  including  name  of  employee,  date,  position,  grade,  last 
performance  rating,  competitive  level  code  and  similar  information 
Authority  lor  maiatcaance  of  the  system:  3  USC  3302;  Order  of 
Retentioa 

Routine  nses  of  records  maintained  fas  the  system,  including  catego* 
ries  of  users  aad  the  purposes  of  such  uses:  To  construct  retention 
register  in  event  of  reduction  in  force 
Employees,  Union  Officials,  Personnel,  Supervisors 
Policies  aad  practices  for  storing,  rctrleviag,  accessing,  retaining, 
aad  disposing  of  records  la  the  system: 

Storage:  Paper  cards  in  card  boxes 

Retrlevablllty:  Alphabetically  by  job  title,  competitive  level  code, 
name  of  employee 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
Retention  aad  dbposal:  Temporary  •  destroy  upon  separation  of 
employee  or  upon  updating 

System  manager<a)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  36,  U.S.  Naval  Observatory, 
Washington,  D.C.  20303,  TELEPHONE:  Area  Code  202/234-4066 
Notification  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys'  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Official  Personnel  Folder  and  SF  7, 
Service  Record  Card 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
B0611-03  T,A,H4 

System  name:  611-03  Retention  Register  Filet 

"  System  location:  Personnel  Offices  •  See  DMA  Directory  for 
complete  address  Listing. 

Categories  of  individuals  covered  by  the  system:  AD  civilian  em¬ 
ployees  at  Agency 

Categories  of  records  in  the  system:  File  contains  retention  groups 
of  employees  according  to  tenure,  length  of  service,  performance 
ratings  and  veterans  preference 

Authority  for  maiateuance  of  the  system:  3  USC  3302;  order  of 
Retention 

Routine  uses  of  records  malataiaed  ia  the  system,  iacludiag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  To  determine  ranking  of 
employees  in  the  event  of  reduction-in-force 
Employees,  Union  officials.  Personnel,  Supervisors 
Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  ' 

Storage:  Paper  records  in  file  folders 
RetrievabilHy:  By  competitive  level  code  •  individual  name 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properlyscreened,  cleared,  and  trained 
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ReteatloB  and  dispMl:  Temporary  -  destroy  after  two  yean  un¬ 
less  appeals  are  pending 

System  maaagerts)  aad  address:  Defense  Mapping  Agency, 
ATTN:  Penonnel  Office,  Building  36,  U.S.  Naval  Observatory, 
Washington.  D.C.  20303,  TELEPHONE:  Area  Code  202/234-4066 
Notificatioa  praccdure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Coatestfaig  record  procedures:  The  Agencys’  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager 

Record  source  categories:  Reduction-ia-Force  Card  Files  •  Official 
Personnel  Folder  -  Service  Record  Card  (SF  7) 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
B0612-dl  HQ,T,H,A,S,I 

System  name:  6I2-<)1  Bask  Labor  Relations  Files 
System  location:  Personnel  Offices  -  See  ^  DM  A  Directory  for 
complete  address  listing 

Categories  of  iadividuals  covered  by  the  system:  Civilian  Em¬ 
ployees  who  file  grievances  under  negotiated  grievance  procedure. 

Categories  of  records  in  the  system:  File  contains  correspondence 
relative  to  grievance,  decisions  by  supervisors  at  various  steps  of 
procedure  and  report  of  arbitrator  when  abitration  is  requested. 

Authority  tor  maintenaacc  of  the  system:  E.O.  11491  as  amended.  - 
Labor  Management  Relations  in  the  Federal  Service;  10/31/69 
Routine  uses  erf  records  maiataiaed  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  resolve  labor  manage¬ 
ment  disputes 

Supervisors,  Personnel  Offke,  Union  representatives,  arbitrator. 
Federal  Labor  Relations  Counsel.  DoD. 

Polkies  and  praetkes  (or  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  ia  the  system: 

Storage:  Paper  Records  in  file  folders 
RetrkvabilRy:  Alphabetically  by  name 

Safeguards:  Buildings  or  facility  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

RcteattoB  and  disposal:  Temporary  Record.  Destroyed  after  7 
years  unless  appeals  are  pending. 

System  maaageris)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  36,  U.S.  Naval  Observatory, 
Washington,  D.C.  20303,  TELEPHONE:  Area  Code  202/254-4066 
Notifkatioa  procednre:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  offke  symbol,  on  all  cor¬ 
respondence  received  from  this  offke 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identifkation  card,  and  give  some  verbal  information  that  could  be 
verified 

CoBtestiBg  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appeatog  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Supervisor,  Labor  Organizations,  Em¬ 
ployee,  Arbitrator,  Witnesses. 

Systems  exempted  from  certain  provbioBS  of  the  act:  NONE 
B0613-05  HQ,T,A3.1,S 
System  aame:  613-03  Incentive  Awards 
System  locatioa:  Civilian  Personnel  Offkes  -  See  DMA  Directory 
for  complete  address 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  have  submitted  a  beneficial  suggestion. 

Civilian  employees  who  have  been  recommended  for  an  award. 
Categories  of  records  in  the  system:  Documents  related  to  sub¬ 
mitting,  evaluating,  and  approving  or  disapproving  each  award;  in¬ 
cludes  suggestion  and  performance  awards 
Authority  (or  maiuteuance  of  the  system:  3  U.S.C.  Section  4502, 
4503,  4504  and  4506;  Incentive  Awards 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


30702 


PRIVACY  ACT  ISSUANCES 


iMitlac  ucs  •!  records  ■atetaiacd  ia  tkc  eystcB,  iBcladiag  cetcgo* 
rice  •!  ucrt  uid  tkc  ^rpoM  el  sack  ascs:  Used  ss  a  basis  for 
awarding  employees 

Suggestions  •  save  money,  increase  efficiency,  improve  morale 
St^stkal  Reports  conuining  number  of  awards,  amount  of 
money  saved 

Employees  (originate).  Supervisors  or  official  who  evaluate  sug¬ 
gestions,  Incentive  Awards  Boards,  Personnel  Office,  Civil  Service 
CommissMn 

Policies  aad  practices  lor  storing,  retrieving,  acccssiag,  rctalaiag, 
and  dlsposiag  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Rctricvabillty:  Filed  by  Fiscal  Year.  Suggestion  -  sequential  nu¬ 
merical  code 

Performance  Awards  •  individuals  name,  alphabetical 
Safegnards:  Stored  in  locked  file  cabinet 

RctcatioB  and  disposal:  Temporary  Record  •  destroy  two  years 
after  final  action 

System  managerts)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office.  Building  56,  U.S.  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
NotificatioB  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contestiag  record  procedures:  The  Agencys’  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:' Suggestions  received  from  employees. 
Suggestion  Evaluations  and  Performance  awards  received  from  su¬ 
pervisors. 

Systems  exempted  from  certain  provblous  of  the  act:  NONE 
B06I4-01  T 

System  name:  614-01  Official  Records  (Military)  Files  and  Extracts 
System  locatloa:  Military  Personnel  Office,  DMATC  •  See  DMA 
Directory  for  complete  address. 

Categories  of  individuals  covered  by  the  system:  Military  Personnel 
assigned  to  DMA 

Categories  of  records  la  the  system:  Navy-Documents  as  required 
by  Bureau  of  Naval  Personnel  Manual  (BUPERSMAN)  NAVPERS 
15791.B. 

Army-Documents  as  required  by  Army  Regulation  640.10 
Enlisted  and  Officer  personnel  folders  -  co 
Statement  of  Military  History,  Qualification  Records. 

Authority  for  maiutcnaace  of  the  system:  44  U.S.C.  3101 
Routiae  uses  of  records  maintained  In  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Heads  of  major  staff  ele¬ 
ments  to  determine  the  acceptabiUty  of  an  individual  nominated  by 
the  parent  service  for  a  DMA  Position. 

For  Review  by  appropriate  DMA  Officials  responsible  for  the 
preparation  of  effkiency/fitness/effectiveness  reports  and  award 
recommendations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievabillty:  Alphabetically  by  name  of  individual 
Safegnards:  Buildings,  facilities  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

RetentioB  and  disposal:  Permanent  Record.  Retained  until  depar¬ 
ture  of  individual  DMA,  MPRJ  handcarried  to  transfer  point  by  in¬ 
dividual  upon  separation  from  the  service  and  subsequently  retired 
to  National  Records  Center  (Military  Records)  9700  Page  Bou¬ 
levard,  St.  Louis,  MO  63132. 

System  managcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  U.S.  Naval  Observatory, 
Washington.  D.C.  20305,  TELEPHONE:  Area  Code  202/254-4066 
NotifkatioB  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  current  address  and  telephone  number,  service 
number  on  all  correspondence  received  from  this  office.  Visits  are 
limited  to  normal  wooing  hours. 


For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identifkation  cards,  and  give  some  verbal  information  that  could  be 
verified. 

Cuntesthig  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from:  Personnel  Offke,  DMATC,  6500  Brooks  Lane,  Washington, 
D  C.  203IS. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual's  Service  Military  Personnel  Center,  the  individual's  rating 
offkial  within  the  DMA  and  the  individual  concerned. 

Systems  exempted  from  certain  provisioBB  of  the  act:  NONE 
B0614<4)2  T.A 

System  aamc:  614-02  Military  Servkes  Administrative  Record  Files 
System  location:  Directorate  of  Administration.  DMAAC.  Military 
Personnel  Division,  DMATC.  See  DMA  Directory  for  complete 
mailing  address. 

Categories  of  individHals  covered  by  the  system:  Military  Personnel 
assigned  to  Topographic  Center  and  Aerospace  Center 

Categories  of  records  in  the  system:  File  contains  tetters, 
memorandums,  emergency  data,  and  assignment  actions. 

Authority  for  maintenance  of  the  system:  21  USC  1 1 *'5 
Rontlue  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  The  purpose  of  collect¬ 
ing  the  information  is  to  maintain  information  to  act  as  a  liaison 
between  individual,  DMA,  and  Servicing  CBPO's 
User  of  the  collected  information  is  the  Commander,  Military 
Personnel  Division,  and  the  individual. 

User  utilizes  the  collected  information  to  have  available  informa¬ 
tion  when  needed  on  assigned  military  personnel. 

Polkics  and  praetkes  for  storing,  rctrkving.  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Rctrkvabllity:  Filed  alphabetically  by  employee  last  name 
Safeguards:  Buildings  and  facilities  employ  security  guards 
Records  are  maintained  in  areas  accessible  only  to  authonzed  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 

Retention  and  disposal:  Destroy  in  accordance  with  parent  service 
directives. 

System  managerfs)  and  address:  Director  of  Civilian  Personnel 
(POX).  See  DMA  Directory 

NotifkatioB  procedure:  Information  may  be  obtained  from  System 
Manager 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  social 
security  number.  Visits  are  limited  to  normal  working  hours 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  driver's  license,  employing  of¬ 
fice’s  identifkation  card,  and  give  some  verbal  information  that 
could  be  verified. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  driver's  license,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be  verified  with  his  'case'  folder 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Leave  records,  finance  documents 
transmittals,  personnel  rosters,  physical  examinations  personnel 
actions,  locator  cards,  trip  reports,  copies  of  orders/reassignments 
Systems  exempted  from  eertain  provisions  of  the  act:  NttNE 
B0615-02  HQ,T,H.A,I,S 

System  name:  615-02  Federal,  State  and  Professional  Safet\  C  oun 
cils  and  Committees  Files 

System  iocathm:  Safety  Offices  H(J  T,  H  A  I,  and  S.  .See 
DMA  Directory  for  complete  address 
Categories  of  individuals  covered  by  the  system:  Safety  Officer. 
Safety  Monitors  and  Fire  Marshalls  of  DMA 
Categories  of  records  in  the  system:  Individuals  appointed  Safetv 
Officers,  Safety  Monitors,  Fire  Marshall  and  related  appointments 
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Aatkttrity  for  maiotraaaco  of  tkc  aystcai:  Executive  ORDER  1 1807 
Occupational  Safety  and  Health  Programs  for  Federal  Employees  > 
9/28/74 

RooUac  BSCS  of  records  malataiacd  la  the  system,  tacladiag  catego* 
rlcs  of  users  aad  the  purposes  of  such  asea:  Safety  Office  •  informa¬ 
tional  records  of  assignments 

Policies  aad  practices  tor  stortag,  retrievfaig,  acceaaiag,  retataiag, 
aad  disposing  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievabillty:  Filed  alphabetically  by  last  name 
Safeguards:  Buildings  and  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
RetentioB  aad  disposal:  Temporary  Record  -  destroy  two  years 
after  termination  of  appointment 

System  maa^cr(s)  and  address:  Defense  Mapping  Agency,  * 
ATTN:  Administrative  and  Communications  Office,  Building  56. 
U  S.  Naval  Observatory.  Washington,  D.C.  20305,  TELEPHONE: 
Area  Code  202/254-4401 

Notificatfoa  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Cpntrol)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
accepuble  identification,  that  is.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified 

Coutesttag  record  proccdarcs:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  soarcc  categories:  Safety  Council  and  committee  member¬ 
ship  and  appointed  Safety  Monitors  and  Fire  Marshalls 
Systems  exempted  from  certala  provisioBa  of  the  act:  NONE 
B0615-07  HQ.  T.H,A,S,I 
System  aame:  615-07  Safety  Awards  Files 
System  locatioa:  Safety  Offices  of  DMA.  See  DMA  Directory  for 
complete  address  listing. 

Categories  of  iadividuals  covered  by  the  system:  Any  DMA  Driver 
Categories  of  records  ia  the  system:  File  contains  list  of  the  names 
of  drivers  who  have  received  safe  driver  awards.  AD  correspon¬ 
dence  between  the  Safety  Office  and  the  National  Safety  CouncU 
Authority  for  maiateBaace  of  the  system:  S  U.S.C.  4503  •  Agency 
Awards 

Routine  uses  of  records  malataiacd  ia  the  system,  iacladiag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Safety  Office  -  used  to 
document  and  present  safe  driver  awards 

Policies  aad  practices  for  storiag,  retrieviag,  acccssiBg,  rctaiaiag, 
aad  disposiag  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders 
Rctricvability:  FDed  alphabetically  by  name 
Safeguards:  Buildings  and  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared  and  trained 
Retention  aad  disposal:  Records  are  permanent.  Cut  off  annuaUy, 
held  inactive  for  one  year,  transferred  to  Records  Holding  Area 
(RHA),  held  two  years  and  retired  to  the  Washington  National 
Records  Center  (WNRC) 

System  managerfs)  aad  addrem:  Defense  Mapping  Agency. 
ATTN:  Administrative  and  Communications  Office,  Building  56, 
U.S.  Naval  Observatory.  Washington,  D.C.  20305,  TELEPHONE: 
Area  Code  202/254-4401 

Notificatloa  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  fuD  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  aU  cor¬ 
respondence  received  from  this  office. 


For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  t^t  could  be 
verified 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager.  DMA  Directory  Appendix  B 
Record  soarcc  categories:  Driver  record  of  the  individual  and  all 
correspondence  between  the  Safety  Office  and  the  National  Safety 
Council 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0615-11  HQ.T,H.A.S.I 

System  name:  615-11  Accidental  Injury/Death  Reporting  Records 
Files 

System  location:  Personnel  Offices  -  HQ,  T,  H,  A,  S,  I  -  See 
DMA  Directory  for  complete  address 
Categories  of  individuals  covered  by  the  system:  DMA  employees 
injured  as  a  result  of  accident 

Categories  of  records  ia  the  system:  Filet  contain  necessary  forms 
and  records  and  reports  of  acc^ent  and  injuries 
Authority  for  maintenance  of  the  system:  29  USC  668  -  Occupa¬ 
tional  Safety  and  Health  Programs  of  Federal  Agencies 

Routine  uses  of  records  maintained  ia  the  system,  including  catego¬ 
ries  of  nters  and  the  purposes  of  such  uses:  Safety  Office  -  for  re¬ 
porting  all  injuries  of  persons  assigned  to  DMA  for  preparation  of 
statistical  reports  to  other  required  activities 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  folders  and/or  Kardex 
RetrievabilHy:  Filed  alphabetkaUy  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
RetentioB  and  dbposal:  Records  is  temporary-CUT  OFF  end  of 
each  year;  Inactive  one  year;  Transfer  to  Records  Holding  Area; 
Destroy  after  five  years 

System  managcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communications  Office,  Budding  56,  - 
U.S.  Naval  Observatory,  Washington.  D.C.  20305,  TELEPHONE: 
Area  Code  202/254-4401  i 

Notificatloa  procedure:  Information  may  be  obtained  from  Above 
System  Manager 

Record  acceu  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures;  The  Agency’s  rules  for  contesting 
contents  and  app«;aling  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Information  made  available  by  the  em¬ 
ployee  and  the  supervisor 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B0901-04  T,A 

System  name:  901-04  Civilian  Employee  Health  Clinic  Record 
System  locatioa:  Primary  System  •  Civilian  Employee  Health 
Clinic  -  T,A,  See  DMA  Directory  for  complete  address 

Categories  of  individuals  covered  by  the  system:  Any  individual 
employed  by  DMA  Topographic  Center  and  Aerospace  Center  and 
any  individual  employed  by  other  Government  agencies  housed  in 
the  DMATC/DMAAC  complex 

Categories  of  records  la  the  system:  File  contains  information  on 
treatment  of  employee  received  at  dispensary  at  TC  and  AC 
Authority  for  maiatcaance  of  the  system:  5  USC  7901  •  Health  Ser¬ 
vice  Programs;  5  U.S.C.  8103  •  Compensation  for  Injuries  •  Medical 
Services  and  Initial  Medical  and  Other  Benefits 
RoBtiaetises  of  records  maiataiaed  ia  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Employee 
Health  Clinics  -  to  maintain  medical  records  of  individuals  receiving 
treatment  at  the  clinic  for  illness/injury  while  on  duty 
Famfly  Doctor  wfll  have  fuU  access  to  the  information 
Supervisors  may  inquire  to  record  of  injury 
Policies  and  practices  lur  storing,  retrleviBg,  acceastag,  retaiaiBg, 
aad  disposiag  of  records  in  the  system: 

Storage:  5x8  card  files  in  cabinet 
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RctricvaMlity:  Filed  alphabetkally  by  last  name  of  einployee 
SafctMrd*:  Buildiat*  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
Rctcnttoa  and  diaponi:  Topographic  Center  •  destroy  23  years 
after  separation  of  individual,  upon  transfer  of  employee  transfer  to 
gaining  organization 

Aerospace  Center  •  on  transfer  of  individual,  record  is  trans¬ 
ferred  to  gaining  organization.  On  separation  record  is  returned  to 
National  Personnel  Records  Center  (NPRC)  with  the  individuals  of¬ 
ficial  Personnel  Folder 

System  maaagcr(s)  and  address:  DMA  Topographic  Center. 
ATTN:  Personnel  Office.  Room  132-A.  Erskine  Hall,  6S00  Brooks 
Lane.  Washington,  D.C.  2031S.  TELEPHONE:  Area  Code  202/227- 
2I16CPO  DMAAC.  See  DMA  Directory  for  complete  address. 

Notification  procednre:  Information  may  be  obtained  from: 
Above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contestiag  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Entry  of  information  by  attending 
nurse.  Record  of  treatment. 

Systems  exempted  from  certain  provisions  of  the  net:  NONE 
B0901^>6  T.A.H.S 

System  name:  901-06  Blood  Donors  Files 
System  location:  Civilian  Personnel  Office  •  See  DMA  Directory 
for  complete  address 

Categories  of  iadhridnals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  have  donated  blood 

Categories  of  records  In  the  system:  File  contains  cards  with 
names,  dates  and  amount  of  blopd  donated. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  Section  7901; 
Health  Service  Programs 

Routiae  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Uses  are  for  awarding 
employees  with  certificates  and  pins. 

Personnel  Office,  Supervisors,  blood  collectors 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  cards 

Retrievabllity:  Ffled  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
Retention  and  disposal:  Destroy  when  employee  is  separated  from 
Agency 

System  manager(s)  nad  addrem:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office.  Building  36.  U.S.  Nav^  Observatory, 
Washington.  D.C.  20305.  TELEPHONE:  Area  Code  202/254-4066 
Notificatioa  procedure:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agencys’  rules  for  contesting 
contents  and  appeal^g  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Information  received  from  collecting 
Agency 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B09014)7  HQ,T,A,H.I 

System  name:  901-07  Alcoholism  and  Drug  Abuse  Files 
System  location:  Civilian  Personnel  Offices  •  See  DMA  Directory 
for  complete  addresslisting. 


Categories  of  individuals  covered  by  the  system:  All  civilian  cm 
ployees  who  have  contacted  program  counselor  requesting 
assistance. 

Categories  of  records  in  the  system:  File  contains  counseling  inter¬ 
view  notes,  medical  documents,  therapy/treatment  referral  notes 
Authority  tor  maiatenaace  of  the  system:  21  USC  11'’5 
Routiae  uses  of  records  maiataiacd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  help  employees  with 
alcohol  or  drug  problems 
Medical  Officer  -  diagnose  problem 
Counselor  -  to  give  advise  and  management 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievabllity:  Filed  chronologically  by  number,  names  deleted 
but  are  known  by  counselor. 

Safeguards:  Buildings  or  facilities  employ  security  guards 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  property  screened,  cleared,  and  trained 

Retention  and  disposal:  Temporary  -  destroy  when  no  longer 
needed  or  upon  separation  of  employee 

System  maaager(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Personnel  Office,  Building  56,  US  Naval  Observatory, 
Washington,  D.C.  20305,  TELEPHONE  Area  Code  202/254  4066 
Notification  procedure:  Information  may  be  obtained  from  Above 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Employee  interviews  and  medical  re¬ 
ports 

Employee  or  relatives 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
BlOOl-09  S 

System  name:  1001-09  School  Reporting  Files 
System  location:  Defense  Mapping  SchooKS)  Staff  Offices,  De¬ 
partments,  Division  and  Branch  Offices,  all  Components  See  DMA 
Directory  for  complete  address  listing. 

Categories  of  individuals  eovered  by  the  system:  Military  personnel 
and  civilian  personnel  attending  courses  of  instruction  at  DMS 
Categories  of  records  in  the  system:  Enrollment  records,  release  of 
students,  graduates,  failure  of  students,  class  rosters. 

Authority  for  matutenaace  of  the  system:  E.O  11348 
Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  military  assign¬ 
ments.  monitor  career  progression  and  changes  of  courses  of  in¬ 
struction  in  the  event  it  is  recommended  and  required. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and/or  Kardex  book 
Retrievabllity:  Filed  alphabetkaUy  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards 
Records  are  maintained  in  areas  accessible  only  to  authonzed  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained 
Retentioa  and  disposal:  CUTOFF  at  end  of  calendar  year  held 
additional  year,  retired  to  Records  Holding  Area,  held  an  additional 
year  and  destroyed. 

System  manager(s)  and  address:  DMA  Defense  Mapping  School. 
ATTN:  Office  of  Administration  and  Records.  Fort  Belvoir  Vir¬ 
ginia  22060,  TELEPHONE.  Area  Code  *’03/664-1983 
Notificatioa  procedure:  Information  may  be  obtained  from  Above 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
■  the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number,  dates  of  attendance  and  name  of  course 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  military  identification  card, 
driver’s  license,  proof  of  social  security  identification  and  give 
some  verbal  information  that  could  be  verified  with  individual’s 
record. 
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CoBtcitlnf  record  proccdorn:  The  Agencyi  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Scheduled  courses  of  instruction,  class 
leaders,  class  instructors,  academic  division  chiefs. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
BIOOMl  S 

System  name:  1001>II  Faculty  Development  Program  Filet 

System  localloa:  Defense  Mapping  School(S).  Staff  Offices,  De¬ 
partments,  Division  and  Branch  offices,  all  Components.  See  DMA 
Directory  for  complete  address  listing. 

Categories  of  ladividnals  covered  by  the  system:  Assigned  military 
personnel  and  civilian  employees  at  DMS. 

Category  of  records  la  the  system:  Files  consist  of  record  of 
qualifications,  experience,  effectiveness,  and  comparable  informa¬ 
tion,  evaluation  forms,  biographical  data  and  similar  documents. 

Anthorlty  tor  maiatenaace  of  the  system:  E.O.  113484/22/67; 
Providing  for  the  further  Training  of  Government  Employees 

Roatiae  ases  of  records  malataiaed  ia  the  system,  iaclndiag  catego¬ 
ries  of  asera  aad  the  purposes  of  such  uses:  U  sed  by  management  for 
retention  of  potential  instructors,  assigned  instructors  and  staff, 
selection  of  guest  speakers,  determining  need  for  additional  train¬ 
ing. 

Policies  aad  practices  for  storiag,  retrieviag,  accessiag,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Paper  records  in  file  folders  and/or  Kardex  book. 

Retrievahilky:  Filed  alphabetically  by  last  name  of  employee 

Safegnards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Rctcatloa  aad  dbposal:  CUTOFF  end  of  year,  held  additional 
year  current  files  area,  transferred  Records  Holding  Area,  held  ad¬ 
ditional  two  years,  then  destroyed. 

System  maaagcr(s)  and  addrem:  DMA  Defense  Mapping  School, 
ATTN:  Office  of  Administration  and  Records.  Fort  Belvoir,  Vir- 
ginu  22060,  TELEPHONE:  Area  Code  703/664-1983 

Notification  procedure:  Information  may  be  obtained  from  Above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number,  dates  of  assignment  or  employment  and  name  of  super¬ 
visor. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  it,  military  identification  card, 
driver's  license,  proof  of  social  security  identification,  and  give 
tome  verbal  information  that  could  be  verified  with  individual's 
record. 

Coatestiag  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Records  initiated  during  course  of  in¬ 
struction,  by  instructors,  academic  division  and  branch  chiefs. 

Systems  exempted  from  certafai  provkioat  of  the  act:  NONE 
B 1002-02  S 

System  name:  1002-02  School  Faculty  Board  Review  Files 

System  location:  Defense  Mapping  SchooKS).  Sb>ff  Offices,  De¬ 
partments,  Division  and  Branch  Offices,  all  Components.  See  DMA 
Directory  for  complete  address  listing. 

Categories  of  Individuals  covered  hy  the  system:  Military  and 
civilian  personnel  attending  courses  of  instruction  at  DMS. 

Categories  of  records  In  the  system:  Files  consist  of  class  stand¬ 
ing,  ratings,  classification  and  proficiency  of  students.  Minutes  of 
faculty  board  meetings  and  related  documents. 

Authority*  for  maintcnaacc  of  the  system:  E.O.  113484/22/67; 
Providing  for  the  Further  Training  of  Government  Employees. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  provide  informa¬ 
tion  on  individual  students,  class  standings,  rating  and  proficien- 
cy.Available  to  Promotion  Panels  in  Civil  Service  Commission 

Policies  aad  practices  for  storiag,  retrieving,  accessiag,  retaining, 
aad  disposing  of  records  ia  the  system: 

Storage:  Paper  records  in  file  folders  and/or  Kardex  book. 


Retrievability:  Filed  alphabetically  by  last  name  of  employee 

Safeguards:  Buildings  or  facilities  employ  security  guards 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal:  CUTOFF  at  end  of  year,  held  one  year 
and  then  destroyed. 

System  maaagcr(s)  and  address:  DMA  Defense  Mapping  School. 
ATTN:  Office  of  Administration  and  Records,  Fort  Belvoir,  Vir¬ 
ginia  22060,  TELEPHONE:  Area  Code  703/664-1983 

Notification  procedure:  Information  may  be  obtained  from  Above 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number,  dates  of  attendance  and  name  of  course  of  instruction. 

For  personal  visits,  the  individual  should  be  able  to  pravide  some 
acceptable  identification,  that  is.  military  identification  card, 
driver's  license,  proof  of  social  security  identification,  and  give 
some  verbal  information  that  could  be  verified  with  individual's 
record. 

Contestiag  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Faculty  review  board,  instructors, 
chiefs  of  divisions  and  branches  of  courses  of  instruction  and  in¬ 
dividual  student. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
B1002-06  S 

System  name:  1002-06  Individual  Academic  Record  Files 

System  location:  Defense  Mapping  School(S).  Staff  Offices,  De¬ 
partments,  Division  and  Branch  Offices,  all  Components.  See'  DMA 
Directory  for  complete  address  listing. 

Categories  of  individnals  covered  by  the  system:  Military  and 
civilian  personnel  attending  courses  of  instruction  at  DMS. 

Categories  of  records  ia  the  system:  Files  consist  of  documents  in¬ 
dicating  course  of  attendance,  length  of  each  course,  extent  of 
completion  of  course,  results  thereof,  aptitudes  and  personal  quali¬ 
ties  and  documents  relating  to  extension  courses. 

Authority  for  maintenance  of  the  system:  E.O. 

113484/22/67;Providing  for  the  Further  Training  of  Government  Em¬ 
ployees.  4/22/67;  Providing  for  the  Further  Training  of  Government 
Employees. 

Routine  uses  of  records  maintained  in  the  system,  includin|  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  determining 
qualifications  to  base  a  determination  on  students  potentialityand  to 
revise  students  cirriculum.  • 

Policies  and  practices  for  storiag,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and/or  Kardex  book. 

Retrievability:  Filed  alphabetically  by  last  name  of  employee. 

Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  dbposal:  Reference  files  CUTOFF  end  of  course, 
held  one  year,  then  destroyed.  Feeder  information  submitted  to 
United  States  Army  Engineer  School  Fort  Belvoir.  Virginia  22060 
who  has  operational  control  of  DMS  and  who  retains  SYSNAME 
for  a  longer  retention  period  and  disposition. 

System  manager(s)  and  address:  DMA  Defense  Mapping  School. 
ATTN:  Office  of  Administration  and  Records,  Fort  Belvoir,  Vir¬ 
ginia  22060,  TELEPHONE:  Area  Code  703/664-1983 

Notification  procedure:  Information  may  be  obtained  from  Above. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number,  dates  of  attendance  and  name  of  course  of  instruction. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  military  identification  card, 
driver's  license,  proof  of  social  security  identification,  and  give 
some  verbal  infor-  mation  that  could  be  verified  with  individual's 
record. 
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Coal«sUng  rccArd  prccediirct:  The  Agencys  rules  for  contesting 
contents  and  appeahng  initial  determination  may  be  obtained  from 
Systems  Manager  the  SYSMANAGER. 

Record  source  categories:  Individuals,  class  leaders,  class  instruc¬ 
tors,  academic  divisions  and  branch  chiefs. 

Systems  exempted  from  certain  provisioBS  of  the  act:  NONE 
BI002-07  S 

System  name:  1002-07  Collateral  Individual  Training  Record  Files 
System  location:  Defense  Mapping  SchooHS).  Staff  Offices,  De¬ 
partments.  Division  and  Branch  Offices,  all  Components.  See  DMA 
Dirci  tory  for  complete  address  listing. 

t  hiegories  of  individuals  covered  by  the  system:  Military  and 
civiliuD  personnel  attending  course  of  instruction  at  DMS. 

Categories  of  records  in  the  system:  Files  consist  of  trainii^ 
records  of  individuals  and  posted  to  basic  individual  academic 
uaining  record  files  or  long  term  records,  absentee  reports, 
delinquency  reports,  regisuation  forms,  examination  papers  and 
similar  or  related  documents. 

Authoritv  tor  maintenance  of  the  system:  E.O. 

lD4g4/22/(>' .Providing  for  the  Further  Training  of  Government  Em¬ 
ployees. 

Routine  uses  of  records  maintained  in  the  system,  iaclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  record  at- 
Undance  at  classes,  progress  of  students,  informatioB  for  coun¬ 
selling  individuals  uhen  required  and  recommending  specific 
remedial  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders  and/or  Kardex  book. 
Retrievabillty:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  arc  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

Retentioa  and  disposal:  Destroyed  on  graduation  or  elimination  of 
individual  or  on  completion  of  course  of  instructioa,  whichever  ap¬ 
plies 

System  mauagerfs)  and  addrem:  DMA  Defense  Mapping  School, 
ATTN:  Office  of  Administration  and  Records,  Fort  Belvoir,  Vir¬ 
ginia  22060,  TELEPHONE:  Area  Code  703/664-1983 
Notification  procedure;  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  military  identification,  driver's 
bcense,  proof  of  social  security  identification  and  give  some  verbal 
mformation  that  could  be  verified  with  individual’s  record. 

ContcsdBg  record  procedures:  The  Agencys  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  calegurict:  Individual  students,  class  leaders,  class 
inttructors,  academic  divisions  and  branch  chiefs. 

Systems  exempted  from  certata  provWoas  of  the  act:  NONE 
B1202-17  T.A 

System  name:  1202-17  Contracting  Officer  Designation  Files 
System  locatioa:  Contracting  Offices  •  T  &  A  •  See  DMA  Directo¬ 
ry  for  complete  mailing  address 

Categories  of  Individuate  covered  by  the  system:  Employee 
designated  Contracting  Officer  and  Contracting  Officer  Representa¬ 
tive  at  DMA 

Categories  of  records  in  the  system:  Documents  reflecting  the 
designation  and  decission  of  Contracting  Officers  and  Contracting 
Officers  representative  which  includes  the  specific  procurement 
authorities  delegated 

Authority  for  maintenance  of  the  system:  44  USC  3101  -  Records 
Management  by  Federal  Agencies 
Routine  uses  of  records  maintained  in  the  system,  inetading  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Documents  showing  in¬ 
dividual  designated  as  contracting  officers  or  Contracting  Officers 
Representatives  (COR). 

Data  includes  limitations  or  restrictions  on  authority 
Data  includes  background  information  on  'COR'  for  use  in  other 
contracts 


Policies  and  practices  for  storing,  retrtevfng,  accessing,  retafniug, 
and  disposlBg  of  records  in  the  system: 

Storage:  Paper  record  in  file  folders  and/or  Kardex  book 
Retriev ability:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  arc  properly  screened,  cleared,  and  trained 
Retention  and  disposal:  Temporary  Record,  cut  off  upon  reces¬ 
sion  or  termination  and  placed  in  an  inactive  file  area  for  one  year. 
Transferred  to  Records  Holding  Area  and  held  for  five  years  and 
then  destroyed 

System  maaagerfs)  and  addreas:  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communkatioas  Offke.  Building  56, 
U  S.  Naval  Observatory.  Washington,  D.C.  20305.  TELEPHONE: 
Area  Code  202/254-4401 

Notificatioa  procednre:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requesu  for  infonnatioa  should  conuin  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  offke  symbol,  on  all  cor¬ 
respondence  received  from  this  offke 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identifkation.  that  is,  drivers  Ikense,  employing  offke’s 
identification  card,  and  give  some  verba)  iaformation  that  could  be 
verified 

Coalestiag  record  procednres:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Certifkatc  of  Appointment  and 
background  information  on  education,  DD  Form  1539,  and  specifk 
information  on  procurement  authorities  delegated 
Systems  exempted  from  certain  provisioaa  of  the  act:  NONE 
81205-415  T,A 

System  name:  1205-05  Property  Officer  Designation  F9es 
System  location:  Property  Officers  of  DMATC  and  DMAAC  - 
See  DMA  Directory  for  complete  address 
Categories  of  individuate  covered  by  the  system:  Employees 
designated  Property  Officers  who  have  property  accounts  for  their 
organizations,  and  have  been  issued  an  account  number. 

Categories  of  records  In  the  system:  Forms  and/or  memorandums 
designating  property  officers.  Included  are  letters  of  appointment 
and  revocation. 

Authority  (or  maintenance  of  the  system:  40  U.S.C.  486;  Manage¬ 
ment  and  Disposal  of  Government  Property 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Memorandums  or  forms 
showing  who  or  which  individual  is  authorized  custodian  for  equip¬ 
ment  for  the  various  organizations  within  the  Agency.  Name  of  in¬ 
dividual  grade  and  organization  are  shown  on  this  document. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  By  individual’s  account  number  and  organization. 
Safeguards:  Buildings,  facility  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
arc  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary  Record  -  Destoryed  in  the  ac¬ 
tive  office  two  years  after  termination  of  appointment. 

System  maaagcr(s)  and  addrem:  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communkations  Offke.  Building  56, 
U.S.  Naval  Observatory,  Washington.  D.C.  20305,  TELEPHONE: 
Area  Code  202/254-4401 

NotifIcatfoB  procedure:  Information  may  be  obtained  from  Above. 
Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  current  address  and  telephone  number,  social  securi¬ 
ty  number. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  Ikense,  employing  offke’s 
identifkation  card,  and  some  verbal  information  that  could  be 
verifkd. 
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CoBtestlag  record  pro^arca:  The  Agencic*’  rules  for  contesting 
contents  and  appeali^  initial  determinations  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Internal  correspondence  designating 
responsible  property  accounting  individuals 
Systems  esempted  from  certain  provisions  of  the  act:  NONE 
B1205-23  T,H,A^,I 

System  name:  1203-23  Report  of  Survey  Files 
System  location:  T,H,A,S,I  •  See  DMA  Directory  for  complete 
address  listing. 

Categories  of  iadividnals  covered  by  the  system:  DMA  personnel 
that  have  loss,  damage,  or  destroyed  accountable  Government  pro¬ 
perty 

Categories  of  records  in  the  system:  Files  consist  of  reports  that 
descritw  the  circumstances  concerning  loss,  damage  or  destruction 
of  Government  property 

Authority  for  maintenance  of  the  system:  40  USC  486  •  Manage¬ 
ment  and  Disposal  of  Federal  Property  -  Policies,  Regulation  and 
Delegations;  Promulgation  by  President 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Logistics  Officer  •  deter¬ 
mine  responsibility  and  recommend  appropriate  action  be  taken  as 
to  pecuniary  liability 
Director  final  decision  on  payment 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  fol^fert  and/or  Kardex  book 
Retrlevabllity:  Filed  alphabetically  by  last  name  of  employee 
Safeguards:  Buildings  or  facilities  employ  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  property  screened,  cleared,  and  trained 
Rctentloa  and  disposal:  Cutoff  end  of  year,  held  one  year,  trans¬ 
ferred  Records  Holding  Area,  held  two  years,  then  destroyed 
System  mahagcr(s)  and  addrem:  Defense  Mapping  .Agency, 
ATTN:  Administrative  and  Communications  Office,  Building  36, 
U.S.  Naval  Observatory,  Washington,  D.C.  20303,  TELEPHONE: 
Area  Code  202/234-4401 

Notlfkatioa  procedart:  Information  may  be  obtained  from  Above. 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  system  manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuals  current  address  and  telephone  number,  and  the  Case 
(Control)  number  that  appears  with  the  office  symbol,  on  all  cor¬ 
respondence  received  from  this  office 
For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Report  of  lost  damaged  or  destroyed 
property 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B1206-02  T,  A 

System  name:  1206-02  Self  Service  Store  Authorization  Card  Files 
System  location:  Logistics  Offices  -  DMATC,  DMAAC  -  See 
DMA  Directory  for  complete  address 
Categories  of  Iadividnals  covered  by  the  system:  DMA  personnel 
authorized  self-service  store  cards. 

Categories  of  records  in  the  system:  Cards  identifying  individuals 
as  authorized  self-service  store  representatives,  requests  for  is¬ 
suance  of  cards,  correspondence  concerning  lost  and  found  cards 
and  related  documents. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  486;  Manage¬ 
ment  and  Disposal  of  Federal  Property. 

Rontlae  uses  of  records  maintained  In  the  system,  Inclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Indicates  individuals 
authorized  to  sign/receipt  for  supplies  in  a  designated  activity. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  dbpoeiag  of  records  in  the  system: 

Storage:  Card  file  and  file  cabinets 


Retrlevabllity:  By  account  number  and  organization,  alphabetical 
by  last  name 

Safeguards:  Buildings  and  Facility  employ  seenrity  guards.  Re¬ 
ports  are  maintained  in  areas  accessible  only  to  authorized  person¬ 
nel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary  Record.  Held  in  active  file 
until  expiration  of  card  or  change  of  individual;  held  two  years  and 
destroyed. 

System  managcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communications  Office,  Building  36, 
U.S.  Naval  Observatory,  Washington,  D.C.  20303,  TELEPHONE: 
Area  Code  202/234-4401 

Notification  procedure:  Information  may  be  obtained  from  Above. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  drivers’  license,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be  used  to  verify  employment. 

Contesting  record  procedures:  The  Agencies’  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Memorandums,  cards,  forms  designat¬ 
ing  an  individual  authorization  to  sign  for  supplies  received  from 
the  self-service  store. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
B1208-06  T,A 

System  name:  1208-06  Motor  Vehicle  Operator’s  Permits  and 
Qualifications  Files 

System  location:  Primary  System  -  Motor  Pool,  DMATC(T)  and 
DMAAC(A)  -  See  DMA  Directory  for  complete  address 

Decentralized  Segments  -  Official  Personnel  Folder;  Personnel 
Records  (Civilian)  Center  -  St.  Louis,  MO. 

Categories  of  iadividnals  covered  by  the  system:  AU  DMA  em¬ 
ployees  qualified  and  issued  a  motor  vehicle  operators  permit. 

Categories  of  records  in  the  system:  Contains  information  on  em¬ 
ployee  qualification  record  and  cards  and  logs  in  regards  to  permits 
issued  to  individuals  authorized  to  operate  Government  equipment. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  491;  Manage¬ 
ment  and  Disposal  of  Federal  Property-Motor  Vehicle  Pools  and 
Transportation  Systems. 

Routine  uses  of  records,  maintained  in  the  system,  inclnding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  naes:  Motor  Pool  used  as  a 
record  of  scores  on  tests,  such  as;  eye  examinations,  reaction  ex¬ 
aminations;  and  as  a  quick  reference  on  an  individual  having  a 
license  to  operate  a  Government  Vehicle. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Rotary  Card  file  and  Log  Book 

Retrlevabllity:  ROTARY  Card  File  -  By  last  name  of  individual 

Log  Book  -  By  number  of  permit 

Safeguards:  Building,  Facility  employs  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  property  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary  Record  -  Permit  is  a  three 
year  record  -  Destroyed  in  the  Motor  Pool 

Permanent  Record  -  Qualification  Record  -  kept  in  active  office 
until  separation  or  transfer  of  individual  concerned,  then  trans¬ 
ferred  to  Personnel  Office  for  incorporation  into  the  Official  Per¬ 
sonnel  Folder. 

System  managerfs)  and  address:  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communications  Office,  Building  36, 
U.S.  Naval  Observatory.  Washington.  D.C.  20303,  TELEPHONE: 
Area  Code  202/234-4401 

Notification  procedure:  Information  may  be  obtained  from  Above. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  current  address  and  telephone  number,  social  securi¬ 
ty  number.^ 
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For  personal  visits  the  individual  should  be  able  to  provide  some 
iccepUble  identification  that  is,  drivers'  license,  employing  of¬ 
fice's  identification  card,  and  give  some  verbal  iafonnation  that 
could  be  verified. 

Contesting  record  procedures:  The  Agencies*  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Qualification  records  consisting  of 
scores  on  tests. 

SysteuM  esempted  from  certain  provisions  of  the  act;  NONE 
B1211-43  HQ,T,A,I 
System  name:  1211-03  Passport  Files 

System  locsdioa:  Primary  System  -  HQ  DMA(HQ),  DMATCfT), 
DMAAC(A),  lAGSd).  See  DMA  Directory  for  complete  address 

Decentralized  Segnscnl  -  State  Department  (Passports) 

Categories  of  indtvMuals  covered  by  the  system:  Individuals  travel¬ 
ing  overseas  on  official  government  orders. 

Categories  of  records  in  the  system:  Documents  relating  passports 
and  visas  for  DMA  personnel,  including  their  dependents.  Inchided 
are  requests  and  receipts  for  passports,  transmittal  letters,  control 
cards,  and  related  documents. 

Authority  lor  maintenance  of  the  system:  44  U.S.C.  3101;  Records 
Management  by  Federal  Agencies. 

Routine  uses  af  records  maintained  in  the  system,  including  catego¬ 
ries  al  users  and  the  purposes  of  such  uses:  Used  by  personnel  travel 
in  processing  for  travel  orders. 

Used  by  individuals  of  DMA  and  their  dependents  for  travel  pur¬ 
poses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  File  folders  -  paper  records  in  locked  cabinets. 

Retrievabillty:  By  name  of  individual  •  Alphabetically 

Safeguards:  Buildings,  facility  employ  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Rctentlou  and  disposal:  Temporal^  Record  -  HekI  in  active  office 
until  separation  or  transfer  of  individual. 

Transferred  to  State  Department  upon  transfer  or  separation  of 
individual. 

System  managcr(s)  and  addrem^  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communications  Office,  Building  S6, 
U.S.  Naval  Observatory,  Washington,  D.C.  20303,  TELEPHONE: 
Area  Code  202/254-4401 

Notification  procedure:  Information  may  be  obtained  from  Above. 

Record  aceem  procedures:  Requests  from  individuab  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  u,  drivers’  license,  employing  of¬ 
fice's  identification  card,  and  give  some  verbal  information  that 
could  verify  employment. 

Coutesting  record  procedures:  The  Agencies’  rules  for  contesting 
contents  and  appealing  initial  determination  should  be  obtained 
from  System  Manager. 

Record  source  categories:  Requests  and  receipt  for  passports  and 
visas. 

Systems  exempted  from  certain  provbioiu  of  the  act:  NONE 
B1211-M  HQ,T,A 

System  name:  1211-06  Transportation  Officer  Appointment  Files 

System  locatfoa:  Travel  Office,  HQ  DMA(HQ),  DMATCfT), 
DMAAC(A)  -  See  DMA  Directory  for  complete  address. 

Categories  of  individuab  covered  by  the  system:  Individuals  ap¬ 
pointed  to  act  as  transportation  officers,  assistant  transportation  of¬ 
ficers  or  transportation  agents. 

Categories  of  records  in  the  system:  Documents  reflecting  appoint¬ 
ments  of  individuals  to  act  as  transportation  officers,  assbtant 
transportation  officers  or  transportation  agents. 

Authority  for  mafaitcnancc  of  the  system:  44  U.S.C.  3101;  Records 
Management  by  Federal  Agencies 


Routine  uses  of  records  maintained  in  the  system,  includiag  catego¬ 
ries  of  users  and  the  pnryems  of  such  uses:  Used  to  officially 
designate  transportation  officers,  assistants  and  agents. 

Policies  and  practices  far  staring,  retrieving,  accessing,  retainiag, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  Records  in  file  folders 

Retrievahilky:  By  name  of  Individual 

Safeguards:  Buildings,  facility  employs  security  guards.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Temporary  Record.  Destroy  two  (2)  years 
after  termination  of  appointment. 

System  maaagcr(s)  and  address:  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communications  Office.  Building  56, 
U.S.  Naval  Observatory,  Washington,  D.C.  20305,  TELEPHONE: 
Area  Code  202/254-4401 

NotiBcation  procedure:  Information  may  be  obtained  from  Above. 

Record  aceem  procedures:  Requests  from  individuab  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  social  securi¬ 
ty  number. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  b,  drivers’  license,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be  verified. 

Contesting  record  procednres:  The  Agencies'  rules  for  contesting 
contents  and  appcalbg  initial  deMrmination  may  be  obtained  from 
System  Manager. 

Record  source  categories:  Memorandums  or  letters  reflecting  in¬ 
dividuals  appointed  to  act  as  transportation  officers,  assistants  or 
agents. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
Bill  1-07  HQ.T,A 

System  name:  1211-07  Individual  Government  Transportation  Files 

System  location:  Primary  System  -  Travel  Office  •  HQ 
DMA(HQ).  DMATCm,  DMAAC(A)  -  See  DMA  Directory  for 
complete  address  bstiag. 

Decentralized  Segments  •  Records  Management,  Records  Holding 
Areas 

Cniegortes  of  individuab  covered  by  the  system:  DMA  employees 
authorized  government  travel. 

Categories  of  records  In  the  system:  Travel  orders  and  other  per¬ 
tinent  correspondence  and  rebt^  documents,  and  copies  of  issued 
and  canceled  transportation  requests,  transportation  certificates, 
MAC  transportation  authorizations. 

Authority  for  maintenance  of  the  system:  44  U.S.C.  3101;  Records 
Management  by  Federal  Agencies. 

Routine  Hsm  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  nsers  and  the  purpoocs  of  such  uses:  Used  to  officially 
designate  Transportation  Officer,  Assistants  and  Agents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Paper  Records  in  file  folders 

Rctrlcvability:  Alphabetical  by  name  on  individual  folders  or  by 
TR  number  in  case  of  group  travel. 

'  Safeguards:  Buildings,  facility  employ  security  guards.  Records 
are  maintained  in  areas  accessi^  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Retention  and  dbposal:  Temporary  Record.  Travel  Office  holds 
for  one  year,  transfers  to  Recces  Holding  Area,  held  for  three  (3) 
years  and  then  destroyed. 

System  maaagcr(s)  and  addrem:  Defense  Mapping  Agency, 
ATTN:  Administrative  and  Communications  Office,  Building  56, 
U.S.  Naval  Observatory,  Washington,  D.C.  20305,  TELEPHONE: 
Area  Code  202/254-4401 

Nntifkatioa  procedure:  Information  may  be  obtained  from  Above. 

Record  aceem  procednres:  Requests  from  individoals  should  be 
addressed  to  System  Manager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address,  and  telephone  number,  social 
security  number. 
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PerMMtiil  vuits  -  the  individual  should  be  able  to  provide  some  ac¬ 
ceptable  identification  that  is.  drivers'  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could 
verify  employment 

Contesting  record  procednrea:  The  Agencies'  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
System  Manager 

ftccord  source  categories:  Folders  contain  various  amounts  of  in¬ 
formation  on  issued  and  cancelled  transportation  requests,  trans¬ 
portation  certificates,  travel  orders  and  related  data  on  overseas 
employees,  DMA  employees  and  mvitational  orders. 

Systems  exempted  from  certain  provisioBS  of  the  act:  NONE 


DEFENSE  CIVIL  PREPAREDNESS 
AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  expeditious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pei^inent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been 
estabUshed,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifically  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  •  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use.  to  the  appropriate  agen¬ 
cy.  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  t^  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  •  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency's 
decision  on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 


ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to.  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  aD  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975, 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A-19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclosed  to  foreign  law  enforcement,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  Di^artment  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  •  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  S,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subiect  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  •  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


CACC  2,3, 5,6. 

System  name:  DCPA  ACC  2,  3,  5,  and  6  Payroll  and  Leave  Ac¬ 
counting 

System  location:  Accounting  System  -  Defense  Civil  Preparedness 
Agency  Headquarters  (DCPA),  The  Pentagon,  Washington,  D.C. 
20301. 

Military  District  of  Washington  (MDW-FAO),  Forrestal  Budding, 
Washington,  D.C.  20314. 

Earnings  and  Leave  Statements  (MDW  FAO  Forms  49)  -  Are 
maintained  by  timekeepers  at  DCPA  headquarters  and  at  aU  DCPA 
Regional  Offices,  Staff  College  and  Computer  Center.  Mailing  ad¬ 
dresses  of  these  installations  and  relocation  facilities  are  set  out  in 
avDCPA  Directory  which  will  be  published  as  an  Appendix  to  these 
Notices. 

Bi-Weekly  Payrolls:  (DA  Forms  2449)  -  Are  also  maintained 
under  the  DCPA  Vital  Operating  Records  Program  at  relocation 
facilities. 

Categories  of  iadividnals  covered  by  the  system:  AD  DCPA  em¬ 
ployees,  headquarters  and  field,  including  fuD  time  permanent,  part 
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time,  temporary,  consuhantt,  military  and  civilian  and  former  em¬ 
ployees. 

Categories  of  records  la  the  system:  Files  contain  earnings  and 
leave  statements:  bi-weekly  payroll;  federal  and  state  withholding 
sutement;  bond  applications;  bond  listings;  Ustings  of  payroQ 
checks  mailed:  requests  by  employees  for  allotments  of  pay  for 
credit  to  savings  accounts  with  financial  institutions;  payroll  change 
slips;  notification  of  personnel  actions;  and  individual  payroll  pro¬ 
jections. 

Authority  for  maiateaaace  of  the  system:  Section  112(a)  of  the 
Budget  and  Accounting  Procedures  Act  of  1930,  31  U.S.C.  66(a). 

Routiae  uses  of  records  maintained  in  the  system,  including  catcjpH 
rics  of  users  and  the  purposes  of  such  uses:  DCPA  Accounting  Divi¬ 
sion  -  To  record  payroll  expenditures;  to  insure  proper  distribution 
of  paychecks  and  savings  bonds;  to  prevent  errors  leading  to  im¬ 
proper  payments:  to  insure  proper  collection  and  disposition  of 
amounts  authorized  to  be  withheld  from  employees  pay;  to  forecast 
personnel  cost  requirements;  and  to  provide  backup  data  to  prepare 
budget  justifications  and  presentations. 

MDW-FAO  •  To  compute  individual  pay  amounts,  to  withhold 
for  retirement.  Federal  income  taxes,  state  income  taxes,  health 
benefits,  life  insurance,  indebtedness  due  the  U.S.  Government  and 
other  voluntary  deductions;  and  to  issue  checks  and  saving  bonds. 

Timekeepers  at  all  DCPA  organizational  components  -  To  insure 
the  proper  recording  and  reporting  of  time  and  attendance,  and  the 
proper  distribution  of  paychecks  at  local  levels. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoeing  of  records  la  the  system: 

Storage:  Bi-weekly  payrolls,  listings  of  payroll  checks  mailed,  in¬ 
dividual  payroU  projections,  bond  Usts,  payroll  change  sUps,  and 
notification  of  personnel  actions  consist  of  paper  records  filed  in 
file  folders  and  file  drawers  by  the  DCPA  Accounting  Division.  All 
other  records  arc  stored  by  the  MDW-FAO. 

RetrievabilHy:  Bi-weekly  payrolls,  listings  of  payroll  checks 
mailed,  bond  lists,  and  individual  payroll  projections  are  filed  by 
payroll  date.  Payroll  change  slips  and  notification  of  personnel  ac¬ 
tions  are  maintained  alphabetically.  All  other  records  are  main¬ 
tained  by  the  MDW-FAO. 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  closed  file  drawers  and  cabinets  and  are  available  only 
to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained. 

Retcatioa  aad  disposal:  Listings  of  payroll  checks  mailed  and 
bond  lists  are  destroyed  after  2  years.  Bi-weekly  payrolls  are 
retained  for  10-years.  Payroll  change  slips,  individual  payroll  pro¬ 
jections  and  no^kations  of  personnel  actions  are  destroyed  after 
6-years.  All  other  records  are  retained  by  the  MDW-FAO  in  ac¬ 
cordance  with  Army  Regulations. 

System  managerfs)  aad  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301. 

NotifkatloB  proccdarc:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  IDSIl 
Pentagon  Budding 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/693-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D311 
Pentagon  Building 
Washmgton,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address.  Visits  are  limited  to  Manage¬ 
ment  Division,  DCPA,  Pentagon  Building,  Washington,  D.C.  20301. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  driver's  Ucense,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be  verified. 

Coatesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  MDW  FAO  Forms  49,  Earnings  and 
Leave  Statements;  DA  Forms  2449,  Bi-weekly  Payrolls;  Bond 
Listings;  and  Listing  of  Payroll  Checks  Mailed  are  prepared  by  the 
MDW-FAO. 


Forms  W-4,  Federal  and  State  Withholding  Statements:  DA 
Forms  1727,  Bond  Applications;  and  SF  1198,  Request  by  Em¬ 
ployees  for  Allotment  of  Pay  for  Credit  to  Savings  Account  with  a 
Financial  Organization  are  submitted  by  individuals  to  MDW-FAO 
through  DCPA  Headquarters,  Accounting  Division. 

SF  3()s,  Notification  of  Personnel  Action  and  DA  Forms  2313, 
Payroll  Change  Slips  are  prepared  and  furnished  by  Personnel  and 
Employment  Services-Washington,  Office,  Secretary  of  the  Army. 

Individual  Payroll  Projections  are  prepared  by  the  Accounting 
Division. 


Voucher  Examination  and  Disbursing  System  -  Finance  and  Ac¬ 
counting  Office,  U.S.  Army  Military  Distnet  of  Washington  (MDW- 
FAO),  Forrestal  Building,  Washington,  D.C.  20314. 

DecentraUzed  Segments  -  All  DCPA  Regional  Offices,  Staff  Col¬ 
lege  and  Computer  Center.  Mailing  addresses  of  these  installations 
are  set  out  in  a  DCPA  Directory  which  will  be  published  as  an  Ap¬ 
pendix  to  these  Notices. 

Categories  of  individuals  covered  by  the  system:  All  DCPA  em¬ 
ployees,  headquarters  and  field,  including  fuU  time  permanent,  part 
time,  temporary,  consultants,  military  and  civilian  and  former  em¬ 
ployees  who  perform  (temporary  duty  or  permanent  change  of  sta¬ 
tion)  travel. 

Categories  of  records  in  the  system:  Files  contain  requests  and 
authorizations  for  travel;  U.S.  Government  transportation  requests; 
request  for  advances  of  funds;  payment  recoils  of  outstanding 
travel  advances;  paid  travel  vouchers:  records  of  unused  tickets; 
travel  history  records;  collection  vouchers  for  refunds  of  advances; 
and  correspondence  relating  to  travel  claims. 

Authority  for  maintenance  of  the  system:  31  USC  71;  31  USC  63; 
30  USCA  32;  41  USC  3101;  30  USC  App.  2233. 

Routine  uaes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  DCf\,  Accounting  Divi¬ 
sion  -  To  record  and  control  obligations  involving  travel,  and  the 
storage  and  shipment  of  household  goods,  advances,  refunds  and 
expenditures  of  travel  funds;  to  prevent  errors  leading  to  improper 
payments;  to  detect  and  recover  overpayments;  and  to  support 
biUings  to  carriers  for  travel  and  transportation  furnished. 

MDW-FAO  -  To  compute  amounts  due  on  travel  claims  and  to 
support  payments  made  for  advances  and  payments  due. 

All  DCPA  Regional  Offices,  Staff  College  and  Computer  Center 
and  the  Management  Division  •  To  authorize  travel;  to  obtain  ad¬ 
vances  for  individuals;  and  to  forecast  future  travel  requirements. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stori^:  Travel  authorizations  are  filed  alphabetically  by  or¬ 
ganization;  transportation  requests  and  records  of  unused  tickets 
are  filed  by  TR  number;  recoMs  of  outstanding  advances  and  travel 
history  records  are  filed  alphabetically;  and  all  advance,  refund  and 
payment  records  are  filed  by  payment  date  in  voucher  number 
sequence. 

Retrievability:  By  name. 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  closed  file  drawers  and  cabinets  and  are  available  only 
to  authorized  personnel  who  are  properly  screened,  cleared,  and 
trained. 

Retention  and  disposal:  Travel  history  records  are  retained  in¬ 
definitely,  all  other  records  are  sent  to  the  Federal  Records  Center 
after  five  years  where  they  are  destroyed  after  10-years. 

System  managerfs)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301. 

NotificatioB  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  1D311 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/693-6489 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 


Systems  exempted  from  certain  provisions  of  the  net:  None 
CACC  2,3,S,6A. 

System  name:  DCPA  ACC  2,  3,  3,  6A,  Travel  and  Transportation 
Accounting 

System  location:  Accounting  System  -  Defense  Civil  Preparedness 
Agency  Headquarters  (DCPA),  The  Pentagon,  Washington,  D.C. 
20301. 
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Room  IDSII 
Pcntason  Building 
Washington,  D  C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address.  Visits  are  limited  to  Manage¬ 
ment  Division,  DCPA,  Pentagon  Building,  Washington.  D.C.  20301. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
accepuble  identification;  that  is,  driver’s  license,  employing  of¬ 
fice’s  identification  card,  and  give  some  verbal  information  that 
could  be  verified. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301. 

Record  source  categories:  DD  Forms  1610,  Request  and 
Authorization  for  TDY  Travel;  SF  1169,  U.S.  Government  Trans¬ 
portation  Request;  and  DD  Forms  1331,  Request  for  Advance  of 
Funds  are  submitted  by  Regional  Directors,  Staff  Directors  and 
other  authorized  officials. 

^F  1038,  Application  and  Account  for  Advances  of  Funds  are 
submitted  by  employees  requiring  advances. 

DD  Forms  1331-2.  (Paid)  Travel  Vouchers  are  received  from  the 
Finance  and  Accounting  Office,  U.S.  Army  Military  District  of 
Washington. 

SF  1170,  Redemption  of  Unused  Tickets  are  prepared  from 
unused  tickets  turned  in  by  travelers  and  the  file  copy  of  the  re¬ 
lated  Transportation  Request  and  DCPA  Forms  322.  Travel  History 
Record  by  Individual  are  prepared  from  paid  vouchers. 

Systems  exempted  from  certain  provklona  of  the  act:  None 
CCOM  S 

System  name:  DCPA  COM  3,  Radio  Amateur  Civil  Emergency  Ser¬ 
vices  (RACE^)  Plans 

System  location:  Defense  Civil  Preparedness  Agency  (DCPA) 
Headquarters,  The  Pentagon,  Washington,  D.C.  20301,  and  Re¬ 
gional  Offices.  Mailing  addresses  of  these  installations  are  set  out 
in  a  DCPA  directory  which  will  be  published  as  an  appendix  to 
these  notices. 

Categories  of  Individuals  covered  by  the  system:  FCC  Amateurs  in¬ 
volved  in  the  RACES  organization. 

Categories  of  records  in  the  system:  Each  plan  contains  the 
names,  address  and  telephone  number  and  FCC  amateur  call  signs 
of  the  members  involved  in  the  RACES  organization. 

Authority  for  maintenance  of  the  system:  3  USC  301,  44  USC 
3101.  30  USC  App.  2233,  2281 

Routloc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  State  and  local  civil 
defense  agencies  use  these  documents  as  supportive  evidence  in 
their  requests  for  financial  contributions  under  the  matching  funds, 
surplus  and  excess  property  programs.  The  RACES  plan  is  used  as 
a  reference  when  emergencies  or  natural  disasters  occur  to  obtain 
supplement  emergency  communications  for  Federal,  State  and  local 
government  emergency  operations. 

Policica  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  by  DCPA  region  and  within  each  region 
alphabetically  by  State  and  locality. 

Safeguards:  Buildings  employ  security  guards  or  intrusion  alarms. 
Only  authorized  DoD  and  Federal  agency  personnel  have  access  to 
buildings. 

RetentioB  aad  disposal:  Plans  are  updated  on  either  two  or  three 
year  intervals.  Plans  are  destroyed  only  when  they  become  obsolete 
or  the  RACES  organization  is  disband^. 

System  mauagerfs)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone  Area  Code  202/693-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to. 

Headquarters,  DCPA 
Room  1D31 1 

Pentagon  Building  ^  , 


Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Coatesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301. 

Record  source  categories:  RACES  plans  are  developed  by  State 
and  local  government  agencies  and  submitted  to  DCPA  regions  for 
approval  and  forwarding  to  the  Federal  Communications  Commis¬ 
sion. 

Systems  exempted  from  certain  provisioBa  of  the  act:  None 
CEMO  1 

System  name:  DCPA  EMO  1  EMERGENCY  OPERATING 
PLANNING 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  offices.  Staff  College.  Computer  Center,  and  relocation  sites. 
Mailing  addresses  of  these  installations  are  set  out  in  a  DCPA 
directory  which  will  be  published  as  an  appendix  to  these  notices. 

Categories  of  indhridnals  covered  by  tbe  system:  All  DCPA  em¬ 
ployees,  United  States  Army  Communications  Command  (USACC) 
and  U.S.  Army  Corps  of  Engineers  (US ACE)  assignees  to  DCPA 
Regions,  and  other  emergency  assignees  from  Federal  agencies.  In¬ 
formation  contains  name  and  title  of  position.  Because  varying 
levels  of  security  clearance  are  required  for  access  to  the  several 
emergency  operating  facilities,  the  minimum  level  of  security 
clearance  held  by  an  individual  may  be  inferred  from  the  presence 
of  his  name  on  the  list  for  a  particular  facility. 

Categories  of  records  In  the  system:  List  of  the  names,  addresses, 
home  phone  numbers,  and  other  data  of  the  individual  who  have 
emergency  assignments,  p 

Authority  for  mafattcBance  of  the  system:  5  USC  301,  44  USC 
3101,  M  USC  App.  2253,  2281. 

Routiac  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  Lists  and  related  docu¬ 
ments  assign  duties  to  all  DCPA  employees  which  would  be  effec¬ 
tive  in  the  event  of  a  war  crisis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and.disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Names  are  listed  by  organization 

Safeguards:  Filed  in  locked  safes  in  government  buildings  with 
either  guards  or  electronic  security  system. 

Retention  and  disposal:  Destroyed  when  superseded 

System  manageifs)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters.  DCPA 
Room  1D311 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID311 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Individuals  and  supervisors 

Systems  exempted  from  certain  provisioas  of  tbe  act:  None 
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CFEA  3-1 

SyaiMB  mmm:  DCPA  FEA  3-1  Civil  Rights  Complaint  and  Com¬ 
pliance  Files 

System  lecatioa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  all  DCPA  Regional  Offices,  Suff  CoOege.  Mailing  ad¬ 
dresses  of  these  installations  are  set  out  in  a  DCPA  directory  which 
will  be  published  as  an  appendix  to  these  notices. 

Categories  ol  iadiyiduals  covered  by  the  system:  Persons  who  file 
or  could  file  a  complaint  with  DCPA  alleging  discrimination  by  a 
State  or  local  government  in  violation  of  Title  VI  of  the  Civil 
Rights  Act  of  1^. 

Categories  of  records  in  the  system:  Files  contain  complaints  of 
discrimination  or  other  data  on  a  specific  discrimination.  The  files 
also  contain  investigative  reports,  documents  and  information  in 
support  of  or  contrary  to  the  complaint  or  potential  complaint, 
records  of  hearings  and  dispositions  of  the  cases  by  the  States  or 
the  Director,  DCPA,  or  higher  authority. 

Aulhorily  for  maintcunce  of  the  system:  Title  VI,  Civil  RighU 
Act  of  1964  (78  Stat.  232)  (42  USC  2000d-2000d-4). 

Rootlac  uses  of  records  maintained  In  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Title  VI  Office,  Regional 
Offices,  and  other  Investigators  and  Reporting  Offices;  To  ascer¬ 
tain  whether  discrimination  under  the  Title  VI  rules  and  regulations 
has  taken  place. 

State  officials  and  investigators:  To  secure  the  testimony  of  wit¬ 
nesses  and  other  pertinent  data  involving  the  cases. 

DCPA  General  Counsel  for  advice  thereon  and  for  necessary  in¬ 
vestigation,  enforcement  proceedings. 

Agency  head  and  higher  authority  for  purposes  of  making  a  deci¬ 
sion. 

U.S.  Justice  Department,  or  other  agencies  as  appropriate  for  en¬ 
forcement  actions  and  where  necessary  in  reporting. 

Policies  aud  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  ^ 

Retrievablllty:  Filed  alphabetically  by  last  name  of  complainant 

Safeguards:  Building  security  guards.  Records  are  maintained  in 
areas  accessible  only  to  aut^rized  personnel  that  are  properly 
screened  and  cleared. 

Retention  and  disposal:  Significant  and  precedent  cases  retained 
for  archives.  Others  destroyed  after  10-years. 

System  maaager(s)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301. 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  IDSIl 
Pentagon  Building 
Washington.  D.C.  20301. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building.  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  secured  from  Complai¬ 
nants,  and  from  DCPA  officials  who  conduct  Title  VI  Compliance 
Reviews  at  the  State  and  local  levels,  from  citizens  who  have  been 
denied  services  or  use  of  facilities,  from  State  and  local  govern¬ 
ment  records  and  institutional  and  organizational  records,  from 
State  Officials  who  have  observed  violations,  or  local  officials  who 
have  reported  violations  to  the  States. 

Systems  exempted  from  certain  provisions  ol  the  act:  Parts  of  this 
system  may  be  exempt  under  S  USC  SS2a  (kK2).  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 


CIND  2 

System  umc:  DCPA  IND  2,  Industrial  Group  Consultation 
System  locatioa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301 
Categories  of  ladlvidnals  covered  by  the  system:  Individuals  in  in¬ 
dustrial  organizations,  or  national  organizations  who  participate  in 
civil  preparedness  activities. 

Categories  of  rccorils  la  the  system:  Names,  addresses,  organiza¬ 
tion  affiliation,  speech  making 

Authority  tor  maiatcaaBcc  of  the  system:  44  USC  3101,  30  USC 
App.  2233,  2281 

Routine  uses  ol  records  maintaiacd  la  the  system,  iacladlag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  communicate  with  in¬ 
dustrial  and  national  organizations  who  can  perform  civil 
preparedness  services;  to  obtain  speakers  at  conventions,  seminars, 
courses,  etc. 

Policies  aad  practices  for  storing,  retrieving,  accemiag,  retaiaiag, 
aad  disposing  of  records  la  the  system: 

Storage:  3x3  index  cards,  cross  referenced  by  individual  name 
and  company  or  organization. 

Retrievablllty:  Filed  alphabetically  by  name 
Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retentioa  aad  dispoeal:  Files  kept  until  obsolete,  then  destroyed. 
System  managcr(s)  aad  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters.  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/693-6498 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D31I 
Pentagon  Budding 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  fuD  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  t^t  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  app^li^  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Individual  ■ 

Systems  exempted  from  certain  provisions  of  the  act:  None 
CINF2-3 

System  name:  DCPA  INF  2-3,  Biographies 
System  location:  Defense  Civil  Preparedness  Agency,  Headquar¬ 
ters  (DCPA);  Office  of  each  Regional  Director,  Staff  College 
Categories  of  Indlvidnals  covered  by  the  system:  Key  DCPA 
headquarters  and  regional  officials,  and  State  and  lo^  Civfl 
Preparedness  Directors 

Categories  of  records  in  the  system:  Headquarters  files  contain 
biographies  of  key  officials  of  DCPA,  headquarters  and  field;  and 
State  and  local  Civil  Preparedness  Directors. 

Each  regional  file  contains  biographies  of  key  regional  officials, 
and  State  and  local  Directors  within  re^onal  geographic  bounda¬ 
ries.  Includes  DCPA  Form  893  Notice  of  Appointment-Civil 
Defense  Director. 

Staff  College:  Guest  lecturers  and  other  key  officials. 

Authority  lor  maintenance  of  the  ^rstem:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  in  preparing 
speeches,  correspondence,  and  other  public  releases  in  connection 
with  the  civil  preparedness  program.  Use  as  backup  information  to 
fulfill  requirements  of  DCPA  Director  and  Regional  Director. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  of  records  in  the  system: 
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Sloragc;  Paper  records  in  flhe  folders. 

Rctricvability:  DCPA  officials:  Filed  alphabetically  by  name. 

State  and  local  Directors:  Filed  alphabeticaUy  by  State  name 
within  each  region  at  headquarters,  and  by  State  only  in  regional 
offices. 

Safeguards:  Headquarters  and  regional  buildings  employ  security 
guards.  Records  arc  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared,  and 
trained 

Rclcation  and  disposal:  Biographies  for  key  DCPA  officials, 
headquarters  and  field,  are  retained  in  active  file  until  end  of  calen¬ 
dar  year  after  separation  of  employee,  then  retired  to  Federal 
Records  Center 

Biographies  of  State  and  local  Directors  are  retained  in  active  file 
until  end  of  calendar  year ‘after  termination,  then  destroyed. 

Systesn  managerts)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington.  D.C.  20301 

Notifkatioa  procedure:  Information  may  be  obtained  from: 

DCPA'  Headquarters 
Room  IDSII 
The  Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Written  requests  should  be  addressed 
to: 

DCPA  Headquarters 
Room  1D5I1 
The  Pentagon 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name 
and  current  address  of  the  requestor. 

Personal  visits  for  information  will  be  honored  upon  presentation 
of  suitable  identification,  such  as  driver's  license,  employee 
identification  number,  or  other  identification. 

Coatestlag  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division.  DCPA,  Pentagon  Building,  Washington. 
D.C.  20301 

Record  source  categories:  The  key  officials  on  whom  biographies 
are  maintained  and  other  knowledgeable  sources. 

Systems  esempted  from  certain  provisioDS  of  the  act:  None 
CINF7 

System  name:  DCPA  INF  7,  Civil  Defense  Awards 

System  locatioa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington.  D.C.  20301,  all  DCPA  Re¬ 
gional  offices.  Staff  College.  Mailing  addresses  of  these  installa¬ 
tions  are  set  out  in  a  DCPA  directory  which  will  be  published  as  an 
appendix  to  these  notices. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  made  significant  contributions  to  civil  defense. 

Categories  of  records  ia  the  system:  Headquarters  and  Regional 
files  contain  recommendations  and  nominations  for  awards, 
resumes  of  award  presentations,  and  photographs. 

Authority  lor  malateaaace  of  the  system:  S  USC  301;  44  USC 
3101,  SO  USC  App.  2253;  2281. 

Roudae  uses  of  records  maiatained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  DCPA  officers 
and  employees  for  background  information  in  presentation  of 
awards. 

Policies  and  pmetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrkvabilhy:  Filed  alphabetically  by  name  of  organization  or  in¬ 
dividual  receiving  award. 

Safeguards:  Headquarters  and  Regional  buildings  employ  security 
guards.  Records  are  maintained  only  in  areas  accessible  to 
authorized  personnel  who  have  been  screened,  cleared,  and  trained. 

Retention  and  disposal:  Files  are  cutoff  at  end  of  calendar  year 
and  retained  in  current  files  for  5  years,  then  destroyed. 

System  managerfs)  and  address:  Director,  Defense  Civil 
Preparedness  Agency,  Pentagon,  Washington.  D.C.  20301 

Notifkatlon  procedure:  Information  may  be  obtained  from: 

DCPA  Headquarters 
Room  1D51I 


The  Pentagon  Building 
Washington.  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  accem  procedures:  Written  requests  should  be  addressed 
to: 

DCPA  Headquarters 
Room  1D5I1 
The  Pentagon  Building 
Washington.  D.C.  20301 

Written  requests  for  information  should  contain  the  fuU  name 
and  current  addresses  of  the  requestor. 

Personal  visits  for  information  will  be  honored  upon  presentation 
of  suitable  identification,  such  as  driver's  license,  employee 
identification  number,  or  other  identification. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Organizations  and  individuals  to  whom 
awards  are  presented. 

Systems  esempted  from  certain  provisions  at  the  act:  None 
CLEG  5 

System  name:  DCPA  LEG  S-lnterest-Conflict  Review 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  All  DCPA  Em¬ 
ployees,  headquarters  and  field,  including  full  time  permanent,  part 
time,  temporary,  consultants,  military  and  civilian,  and  former  em¬ 
ployees. 

Categories  of  records  in  the  system:  Piles  contain  for  tho^  em¬ 
ployees  required  to  submit  same,  a  DD  Form  1555  .  Confidential 
Statement  of  Affiliations  and  Financial  Interests,  and  documents 
connected  with  review  thereof,  and  for  any  DCPA  employee  docu¬ 
ments  accumulated  in  connection  with  enforcement  of  standards  of 
conduct,  review  of  conflicts  of  interests%  reports  of  receipts  of 
gratuities,  entertainment,  etc.,  disqualifications,  reports  of  defense 
related  employment  and  outside  employment.  For  former  em¬ 
ployees,  documents  include  those  relating  to  conflict  of  interest  and 
post  employment  and  defense  related  employment. 

Authority  for  maiatcuaacc  of  the  system:  Executive  Order  11222 
of  May  8,  1964,  Prescribing  Standards  of  Ethical  Conduct  for 
Government  Officers  and  Employees.  Civil  Service  Regulation  Em¬ 
ployee  Responsibilities  and  Conduct,  5  CFR  Part  735.  Also  5  USC 
301.  For  former  employees.  Sec.  410,  P.L.  91-121. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  General  Counsel:  To 
ascertain  if  there  are  conflicts  of  interest  between  employee's 
private  interest  and  official  duties,  or  if  there  are  violations  of  stan¬ 
dards  of  conduct  or  post  employment  restrictions.  If  such  conflict 
or  violation  is  identified,  reports  may  be  used  in  informal  con¬ 
ferences  with  employee,  report  to  Director  and  enforcement 
authorities,  and  in  connection  with  appeals.  Disclosure  of  any  in¬ 
vestigatory  matter  may  be  made  to  any  federal  agency  with  ju¬ 
risdiction. 

Supervisor:  Documents  are  used  to  determine  if  employee  has  a 
disqualifying  interest  or  for  enforcement  of  standards  of  conduct. 

Others:  Reports  on  receipt  of  gratuities  submitted  to  designee  of 
Secretary  of  Defense  (DCPA  Inst.  5860.1).  DD  Form  1555  not  dis¬ 
closed  outside  Defense  Civil  Preparedness  Agency  except  as 
Director  or  Civil  Service  Commission  may  determine. 

Administrative  Services:  Maintains  records  of  persons  who  need 
to  submit  DD  Forms  1555  and  postemployment  and  defense  related 
employment  statements.  ^ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrkvabilhy:  Filed  alphabetically  by  name 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Files  kept  for  two  years  after  final  deci¬ 
sion  or  after  employee  leaves  DCPA,  whichever  is  later,  then 
destroyed. 

System  maaagcr(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
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Headquarten.  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/69S-6498 

Record  acccas  proccdnrct:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters.  DCPA 
Room  IDSII 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  t^t  could  be 
verified  with  his  case  folder. 

Coalcsting  record  proccdorcs:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Building.  Washington, 
D  C.  20301. 

Record  soorec  categortea:  DD  Form  IS5S  reports  on  defense  re¬ 
lated  employment  and  reports  on  receipts  of  gratuities  are  prepared 
and  submitted  by  employee.  Other  sources  include  supervisors,  in¬ 
formants. 

Systems  cicmptcd  from  certain  provWoas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  USC  SS2a  (kK2).  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 

CLEG  7-1 

System  name:  DCPA  LEG  7- 1 -Claims  (Litigation)  •  Employees 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  Offices,  Staff  College.  Computer  Center.  Mailing  addresses 
of  these  installations  are  set  out  in  a  DCPA  directory  which  will  be 
puUisbed  as  an  appendix  to  these  notices. 

Categories  of  iadividnals  covered  by  the  system:  AO  DCPA  em¬ 
ployees.  headquarters  and  field,  including  fuU  time  permanent,  part 
time,  temporary,  consultants,  military  and  civilian. 

Categories  of  records  in  the  system:  Files  contain  claims,  com¬ 
plaints  or  documents  or  any  of  these  by  which  a  DCPA  employee 
asserts  a  remedy  from  DCPA  for  some  alleged  injury  to  person  or 
property,  the  data  and  documents  submitted  in  support  of  the 
claims,  the  data  and  documents  developed  or  obtained  in  making  a 
decision  or  determination  on  such  claims,  including  any  appeals  and 
any  other  relevant  material.  Includes  litigation  file  if  such  develops. 

Authority  for  maintenance  of  the  system:  5  USC  301,  44  USC 
3101,  SO  USC  App.  22S3,  and  any  specific  authority  depending  on 
the  nature  of  the  claim. 

Routine  uses  of  records  maintained  In  the  system,  fascludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  General  Counsel  or  other 
official  responsible  for  processing  claim:  Uses  the  material  to 
ascertain,  or  to  make  recommendations  concerning,  the  validity  of 
the  claim.  Disclosure  is  made  to  those  DCPA  employees,  including 
supervisors,  involved  in  investigating  the  matter;  to  the  decision¬ 
making  authority,  usually  the  Director,  DCPA;  and.  as  appropriate, 
to  other  investigative  or  similar  authorities  responsible  for  making 
investigations  of  or  recommendations  on.  complaints  or  claims  of 
DCPA  employees,  whether  a  part  of  DCPA,  the  Department  of 
Defense,  or  some  other  agency. 

Director,  or  person  acting  for  him;  for  making  a  decision,  or  act¬ 
ing  on  an  appeal. 

Others.  I^rsonnel  within  DCPA  will  use  data  or  documents  in  the 
file,  or  will  develop  same,  as  necessary  in  connection  with  making 
a  decision  upon  the  matter.  Disclosure  wjll  be  made,  as  ap¬ 
propriate.  to  Office  of  Secretary  of  Army,  Personnel  and  Employ¬ 
ment  Services.  Washington,  D.C.  20310,  as  personnel  office. 

Policies  and  practices  for  storing,  retrieving,  accesshig,  rctaialng, 
aad  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

RctrievabilHy:  Filed  alphabetically  by  name,  within  general  sub¬ 
ject  matter  files. 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Reteatloa  and  disposal:  Files  kept  for  five  years  after  final  deci¬ 
sion,  then  destroyed  if  no  longer  needed. 


System  maaagM^s)  aad  addrawi  Diractor,  DCPA,  The  Pentagon, 
Washington,  D  C.  20301 

Notificatioa  prucedare:  Information  may  be  obtained  from: 
Headquarters.  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Claim  or  similar  document  with  sup¬ 
porting  evidence  submitted  by  employee.  Other  sources  include  su¬ 
pervisors,  informants  or  persons  knowledgeable  of  the  matter. 

Systems  exempted  from  certain  provisioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  USC  SS2a  (kK2).  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 

CLEG  7-2 

System  name:  DCPA  LEG  7-2,  Claims  (Litigation)-Other  than  em¬ 
ployees 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon.  Washington.  D.C.  20301,  all  DCPA  Re¬ 
gional  Offices,  Staff  C^lege,  Computer  Center.  Mailing  addresses 
of  these  installations  are  set  out  in  a  DCPA  directory  which  will  be 
published  as  an  appendix  to  these  notices. 

Categories  of  individuals  covered  by  the  system:  Any  individual, 
other  than  a  DCPA  employee  who  seeks  a  remedy  in  tort  or  in  con¬ 
tract  or  other  legal  basis  on  an  assertion  that  DCPA  or  its  em¬ 
ployees  has  injur^  said  individual  in  person  or  in  property. 

Categories  of  records  in  the  system:  Files  contain  claims,  com¬ 
plaints  or  documents  or  any  of  these  by  which  a  person  asserts  a 
remedy  from  DCPA  for  some  alleged  injury  to  person  or  property, 
the  data  and  documents  submitted  in  support  of  the  claims,  the 
data  and  documents  developed  or  obtained  in  making  a  decision  or 
determination  on  such  claims,  including  any  appeals  and  any  other 
relevant  material.  Includes  liti^tion  file  if  such  develops. 

Authority  tor  maiatenaacc  of  the  system:  5  USC  301,  44  USC 
3101,  50*USC  App.  2253,  and  any  specific  authority  depending  on 
the  nature  of  the  claim. 

Rootipc  uses  of  records  malatalwed  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrpoacs  of  sneh  naes:  General  Counsel  or  other 
official  responsible  for  processing  claim;  Uses  the  material  to 
^ascertain,  or  to  make  recemmendations  concerning,  the  validity  of 
the  claim.  Disclosure  is  made  to  those  DCPA  employees  involved 
in  investigating  the  matter;  to  the  decision-making  authority, 
usuaDy  the  Director,  DCPA;  and,  as  appropriate,  to  other  investiga¬ 
tive  or  similar  authorities  responsible  for  making  investigations  of 
or  recommendations  on,  complaints  or  claims  of  other  than  DCPA 
employees,  whether  or  not  a  part  of  DCPA,  the  Department  of 
Defense,  or  some  other  agency. 

Director,  or  other  decision  making  authority,  or  person  acting  for 
him;  for  making  a  decision,  or  acting  on  an  appeal. 

Others:  Personnel  within  DCPA  will  use  data  or  documents  in  the 
file,  or  wiU  develop  same,  as  necessary  in  connection  with  making 
a  decision  upon  the  matter.  Disclosure  will  be  made  at  required  by 
law  or  regulation,  to  decision  making  authority  outside  DCPA. 

PoUdet  and  practicca  for  atoring,  retrieving,  accessing,  retaining, 
and  diapoaing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Rctrlevability:  Filed  alphabctkaUy  by  name,  within  general  sub¬ 
ject  matter  fih». 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 
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Rctentioa  aad  ditpml:  Filet  kept  for  five  years  after  final  deci¬ 
sion,  then  destroyed  if  no  longer  needed. 

Systca  Banagcrfs)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

NotUicatioa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID5II 
Pentagon  Building 
Washington.  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Coq|cstlag  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Claim  or  similar  document  with  sup¬ 
porting  evidence  submitted  by  claimant.  Other  sources  include  per¬ 
sons  who  have  information  on  such  DCPA  employees,  witnesses, 
etc. 

Systems  csempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  USC  SS2a  (kK2),  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 

CLEG  t-1 

£ystcm  name:  DCPA  LEG  8-1  Enforcement.  Compliance  (DCPA 
Employees) 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gnal  Offices,  Staff  College.  Mailing  addresses  of  these  installa¬ 
tions  are  set  out  in  a  DCPA  directory  which  will  be  published  as  an 
appendix  to  these  notices. 

Categories  of  individuals  covered  by  the  system:  All  DCPA  em¬ 
ployees  (which  includes  former  employees),  headquarters  and  field, 
, including  full  time  permanent,  part  time,  temporary,  consultants, 
military  and  civilian. 

Categories  of  records  in  the  system:  Files  could  contain  an  allega¬ 
tion.  charge,  report  or  similar  item  of  information  that  a  DCPA  em¬ 
ployee  has,  either  in  performance  of  his  duties  as  an  employee  or 
as  an  individual,  acted  in  violation  of.  in  noncompliance  with  or 
otherwise  in  nonconformity  with  some  law  or  regulatory  matter,  in^ 
eluding  DoD  and  DCPA  directives  and  instructions.  The  file  could 
contain  any  item  of  information  relevant  to  actual  or  potential  ad¬ 
verse  actions,  or  any  supervisory  action  taken  in  connection  with 
performance  by  an  employee.  The  file  would  contain  investigative 
items  of  information  developed  by  DCPA  personnel  or  by  person¬ 
nel  of  agencies  other  than  DCPA,  charged  with  investigative 
responsibilities,  and  contain  other  items  of  information  furnished  to 
DCPA  by  the  individual,  or  by  other  persons  knowledgeable  of  the 
matter. 

Authority  for  maiatcnaucc  of  the  ^stem:  5  USC  301,  44  USC 
3101,  SO  USC  App.  2253,  apd  specific  authority  depending  on  na¬ 
ture  of  the  charge. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCPA  officials  and  em¬ 
ployees,  including  supervisors  and  the  Director  or  person  acting  for 
him,  responsible  for  or  involved  with  personnel  actions  use  infor¬ 
mation  in  connection  with  ascertaining  if  DCPA,  DoD,  or  some 
other  agency  should  take  some  action,  including  making  of  recom¬ 
mendations  for  taking  of  action  outside  DCPA,  to  enforce  com¬ 
pliance  or  conformity  with  the  law,  rule,  regulation,  circular, 
directive  or  instruction,  or  similar  regulatory  matter,  or  to  docu¬ 
ment  a  proposed  personnel  action.  Disclosure  will  be  made  as  ap¬ 
propriate  to  Office  of  Secretary  of  the  Army,  Personnel  and  Em¬ 
ployment  Services-Washington,  as  personnel  office.  Information 
may  be  disclosed  to  agencies  charged  with  investigative  responsi¬ 
bilities  and  enforcement  or  any  other  personnel  type  actions  of  any 
nature  including  prosecution  for  violations  of  criminal  laws. 


Policies  aad  practices  for  storing,  retrievinc,  accessing,  retaioiag, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  j 

Retrievability:  Filed  by  name  | 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  | 

Retention  and  dbposal:  Files  kept  until  obsolete  or  until  separa¬ 
tion  of  employee  plus  one  year,  whichever  is  later,  then  destroyed 
if  no  longer  needed.  | 

System  manager(s)  and  address:  Director,  DCPA,  The  Pentagon,' 
Washington,  D.C.  20301  ^  j 

Notification  procedure:  Information  may  be  obtained  from:  I 

Headquarters,  DCPA  I 

Pentagon  Building 
Washington,  D.C.  20301  • 

Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D51I 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

CoatcstlBg  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Building,  Washington, 
D  C.  20301. 

Record  source  categories:  Officials  or  employees  charged  with 
responsibility  for  enforcement  action.  Other  sources  include  in¬ 
dividual  involved,  informants  or  other  persons  knowledgeable  of 
the  matter,  and  organizational  or  individual  records. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  USC  552a  (kK2)  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 

CLEG  8-2 

System  name:  DCPA  LEG  8-2  Enforcement  (Compliance)  -  Non- 
DCPA  Employees 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  Offices,  Staff  College.  Mailmg  addresses  of  these  installa¬ 
tions  are  set  out  in  a  DCPA  directory  which  will  be  published  as  an^ 
appendix  to  these  notices. 

Categories  of  individuals  covered  by  the  system:  Any  individual, 
not  a  DCPA  employee,  including  State  or  local  government  em¬ 
ployees,  or  volunteers,  charged  with,  or  who  may  be  charged  with, 
nonconformity  to,  noncompliance  with,  or  violation  of  a  law,  rule, 
regulation,  circular  or  similar  regulatory  or  program  material  which 
DCPA  administers  in  whole  or  in  part  by  participation  in  adminis¬ 
tration. 

Categories  of  records  in  the  system:  File  could  contain  an  allega¬ 
tion.  charge,  report  (including  audit  report),  review,  workpaper, 
correspondence,  or  similar  item  of  information  that  an  individual 
has,  either  jn  performance  of  his  duties  as  a  State  or  local  em¬ 
ployee.  or  as  an  individual  acted  in  violation  of,  in  noncompliance 
with  or  otherwise  in  nonconformity  with  some  law  or  regulatory 
matter  (these  matters  are  as  mentioned  in  the  individual  category 
above),  or  that  there  has  been  a  misuse  of  Federal  funds.  The  file 
would  contain  items  of  investigative  or  similar  information 
developed  by  DCPA  personnel  or  by  personnel  of  agencies  other 
than  DCPA,  charged  with  investigative  responsibilities,  and  other 
items  of  information  furnished  to  DCPA  by  the  individual,  or  by 
other  persons  knowledgeable  of  the  matter.  The  content  of  this 
description  is  to  state  that  any  item  of  information  which  may  be 
relevant  to  the  matters  at  hand  may  be  in  the  records. 

Authority  for  maintenance  of  the  system:  S  USC  301,  44  USC 
3101,  50  USC  App.  2251-2297,  and  specific  authority  depending  on 
nature  of  the  charge. 

Routiae  uses  of  records  maintained  in  the  system,  iaclndhsg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCPA  officials  and  em- 
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ptoyeca,  bcMlqaarten  aad  field.  icsponsiMe  for  or  involved  with 
enforcement  or  compliance  actions  use  information  m  connection 
with  ascertaining  if  DCPA,  DoD.  or  some  other  ^ncy  should  take 
some  action  (including  making  of  recommendations  for  taking  of 
action  outside  DCPA),  to  enforce  compliance  or  conformity  with 
the  law,  rule,  regulation,  circular,  or  similar  regulatory  matter  or  to 
seek  and  obtain  a  remedy  for  noncompliance,  nonconformance,  or 
violation.  Information  may  be  disclosed  to  agencies  charged  with 
investigative  responsibilities  and  enforcement  actions  of  any  nature 
inchidmg  prosecution  for  violations  of  criminal  hws,  and  may  be 
disclosed  to  State  or  local  organizations  whose  employee  is  in¬ 
volved.  or  to  a  State  or  local  investigative  body. 

Policies  and  practices  for  storing,  retrieving,  accessing,  rclaiateg, 
a^d  disposing  of  records  la  the  systsm: 

Storage:  Paper  records  in  file  folders 

RetrievabilMy:  Filed  by  name,  within  general  subject  matter  files. 
Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorize  personnel  who  are 
property  screened,  cleared  and  trained. 

Rcteatioa  and  disposal:  Files  kept  for  five  years  after  final  deci¬ 
sion.  then  destroyed  if  no  longer  needed. 

System  maaagerfs)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D  C.  20301 

NoUfkatioa  procednrer  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washmgton,  D.C.  20301 
Telephone:  Area  Code  202/69S-6498 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID5II 
Pentagon  Budding 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  t^t  could  be 
verified. 

Contesting  record  proccdarcs:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301. 

Record  source  categories:  Officials  or  employees  charged  with 
responsibility  for  enforcement  action.  Other  sources  include  in¬ 
dividual  involved,  informants  or  other  persons  knowledgeable  of 
the  matter,  and  organizational  or  individuid  records. 

*  Systems  esempted  from  certain  provlsloas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  USC  S52a  (kK2)  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 

CMGT  2 

System  name;  DCPA  MGT  2,  Delegations  and  Designations  Files 
System  locatioa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301 
AD  DCPA  Regional  Offices,  Staff  College,  and  Computer  Center. 
Mailing  addresses  of  these  installations  are  set  out  in  a  DCPA 
directory  which  will  be  published  as  an  appendix  to  these  notices. 

Categories  of  fasdhridoals  covered  1^  the  system:  All  DCPA  em¬ 
ployees,  headquarters  and  field  (1)  in  whom  has  been  vested  the 
full  authority  to  act,  perform,  and  make  decisions  for  the  govern¬ 
ment  in  his  own  name  and  title,  by  another,  usuaUy  higher,  DCPA 
official,  or  (2)  to  whom  has  been  assigned  the  authority  to  perform 
a  specific  task,  duty,  or  function  for  another,  usually  higher, 
authority,  in  the  name  and  position  title  of  the  assigning  authority 
for  the  government. 

Categories  of  records  in  the  system:  Delegations  and  designations 
by  name  of  individual  pertaining  to  operations  including; 

Activity  Report,  monthly 
Alerting  and  mobilization 
American  Red  Cross 
Automatic  data  processing  equipment 
CivO  Air  Patrol 
Civil  defense  exercises 
Communications  and  warning 
Commnnkations  planning 


DCPA  actions  in  response  to  increased  Federal  civil  readiness 
Disaster  operations 
Disaster  preparedness 

Dissemination  of  defense  conditions  (DEFCONS) 

Executive  Reserves 

National  warning  systems 

Pro^ming  and  Program  Management,  Regional 

Radio  Amateur  Civil  Emergency  Services 

Ready  Reserves  . 

Regional  Civil  Emergency  Advisory  Committee 
Regional  Prepwdness  Committee,  Federal  Preparedness  Agen¬ 
cy,  General  Services  Administration 
Transportation  agreements 
U.S.  Army  Reserve  Training  Units 

Delegations  and  designations  by  name  of  individual  pertaining  to 
Federal  Assistance,  including: 

Project  applications 

Personnel  and  administrative  expenses 

Emergency  operating  center  program 

Bills  for  collection 

Civil  defense  equipment 

Emergency  water  supply  equipment 

Surplus  property 

Excess  property  * 

Student  expense  program 

Delegations  and  designations  by  name  of  individual  pertaining  to 
procurement,  including: 

Bills  of  ladii^ 

Civil  defense  pro|pams  with  States  and  localities 
Supplies  and  services 

Delegations  and  designations  by  name  of  individual  pertaining  to 
property  management,  including: 

Space  and  facilities 

Space  report 

Accountable  property 

Motor  vehicle  management  and  operation 

Delegations  and  designations  by  name  of  individual  pertaining  to  . 
general  administration  and  management,  including: 

Activities  of  private  associations 
Administrative  coasmunications 

Augmentation  of  staff  of  other  agencies  with  DCPA  employees 
Committee  management 
Communications  with  the  public 
Conflict  of  interest  review 
Correspondence  management 
DCPA  exhibits 
Decals,  civil  defense 
Directives  management 
Employee  training  and  development  report 
Equal  employment  opportanity  in  DCPA 
Executive  Secretary,  Regional  Civil  Defense  Coordinating  Board 
Federal  Executive  Boards 
‘Forms  management 
Fund  raising 
Handicapped  individuals 
Identification  cards 
Incentive  awards 
Labor-management  relations 
Line  of  succession 
Mail  management 
Management  improvement 
Manpower  utilization 
Parking  plan 
Personnel  administration 
Publications  distribution 
Records  management 
Reports  management 
Seal,  DCPA 
Security 

Staff  duty  officer 

Stationery 

Title  VI  compliance 

Training,  employee 

Travel 

Antborily  lor  maintenaKC  nf  the  system:  5USC  301,  44  USC  3101, 
SO  USC  Appendix  22S3 

Routine  uses  of  records  nsalntaincd  in  the  system,  Incindiag  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  To  assure  and  v«ify  that 
delegations  and  designatiom  of  specific  authorities  have  in  fact 
been  made,  and  to  whom. 
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Polkin  ^ractkct  Imt  •tM’iag,  rdricvisg,  acccaaiag,  rctaiaiog, 
dtapactag  *1  racards  la  Ik*  sytUa: 

Storage:  Numbered  DCPA  regioaal  iastructioDi  kept  in  binders, 
and  individual  memoranda. 

RctrWvabillty:  Organizationally  by  directorate  or  region,  then  by 
number. 

Safeguards:  Available  to  DCPA  personnel  on  a  need-to-know 
basis.  The  buildings  have  security  guards. 

Relentioa  aad  disposal:  Destroyed  when  replaced 

System  manager(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

NotWcalion  procedure:  Information  may  be  obtained  from; 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID5II 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  sonre*  categories:  All  records  in  the  system  consist  of 
DCPA-generated  records. 

Systems  eaumpted  from  certaki  provWons  of  the  act:  None 
CMGT4 

System  namo:  DCPA  MGT  4,  Committee  Management  Files 

System  location:  Defense  Civd  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301 

AH  DCPA  Regioaal  Offices.  Mailing  addresses  of  these  installa- 
ttons  are  set  out  in  a  DCPA  Directory  which  will  be  puMisbed  as  an 
appendu  to  these  notices. 

Catcgorlm  of  hidlvtdnelo  ooverod  hy  the  system:  DCPA  employees 
active  in  private  associations  in  which  DCPA  has  an  interest. 

Federal  government  employees  on  DCPA  internal  committees 
aad  on  DCPA  sponsored  international  and  interagency  committees. 

Architects  aad  engineers  and  other  persons  who  are  not  DCPA 
employees  who  are  appointed  to  the  DCPA  sponsored  advisory 
committees. 

Categories  of  records  la  the  system:  On  nongovernment  em¬ 
ployees,  biographical  material  including  name  of  employer,  title, 
address,  legal  voting  residence,  place  and  date  of  l^h,  marital 
status,  military  service,  education,  registration  in  professional 
societies,  work  experience,  record  of  performance,  publications 
authored,  membersMp  on  other  boards  or  committees,  professional 
awards,  and  other  information  which  can  be  used  to  determine  fit¬ 
ness  of  individual  to  sit  on  the  committee. 

On  government  employees,  name,  office  address,  and  name  of 
employing  agency. 

Description  of  private  associations 

Authority  for  matotenance  of  the  system:  5  USC  301,  44  USC 
3101,  30  USC  App.  2253,  P.L.  42-463  (Federal  Advisory  Committee 
Act),  Executive  Order  11769  (Advisory  Committee  Management) 

RoutfaM  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  nnd  the  purposes  of  such  uses:  To  assure  that  DCPA 
participation  in  private,  nongovernmental  associations,  societies, 
etc.,  is  limited  only  to  the  extent  of  DCPA  interest  therein;  to  as¬ 
sure  preparation  and  submittal  of  certain  input  information  that  is 
need^  for  the  reports  required  by  the  laws  and  issuances  ched 
above;  to  provide  a  tool  with  which  top  management  can  assure 
that  the  terms  of  the  regulations  regarding  the  creation  and  use  of 
committees  are  being  complied  with. 

Puliclcs  aad  practices  for  sSoriag,'  retrieving,  acccssiag,  retaining, 
and  disposing  of  records  la  the  system:  To  maintain  a  list  of  mem¬ 


bers  of  the  various  advisory  committees  in  order  to  provide  them 
with  information  on  committee  functions,  meeting  dates,  agendas, 
and  other  purposes  for  managing  the  committees  activities. 

Storage:  Paper  records  in  f3c  folders  kept  in  five-drawer  file 
cabinets. 

RetrievahilRy:  By  name  of  committee,  society,  or  association, 
then  alphabetically  by  name  of  individual 
Safeguards:  Files  are  located  in  government  buildings  manned  by 
security  guards;  files  are  released  and  used  only  on  a  necd-to-know 
basis. 

Rcteatiott  and  dispasal:  Retained  two  years  after  committee 
ceases  to  exist  or  society  membership  expires,  then  destroyed. 

System  manager(s)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from; 
Headquarters,  DCPA 
Pentagon  Budding 
Washington,  D.C.  20301 
Telephone;  Area  Code  202/695-6498 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  IDSII 
Pentagon  Building 
Washington,  D  C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  catcgorlm:  Biographical  information  submitted  by 
government  or  nongovernment  individual  nominated  for  member¬ 
ship. 

Systems  exempted  from  ccrlain  provWous  of  the  act:  None 
CMGT  7 

System  name:  DCPA  MGT  7,  Defense  Civfl  Preparedness  Agency 
(DCPA)  Central  FOes 

System  location:  Defense  Civfl  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D  C.  20301,  all  DCPA  Re¬ 
gional  Offices,  Staff  College,  Computer  Center.  Mailing  addresses 
of  these  insta^tions  are  set  out  in  DCPA  directory  which  will  be 
published  as  an  appendix  to  these  aoticea. 

Categorim  of  iadividoals  covered  by  the  system:  Records  are  main¬ 
tained  by  individuars  name  (including  Congress)  from  whom  an 
inquiry  or  request  is  received,  and  to  whom  a  reply  is  addressed. 
Transmittals  in  response  to  routine  requests  for  publications,  etc., 
are  not  retained. 

Catcgorlm  of  records  In  the  system:  Accounting 

Automatic  Data  Processing 

Audit 

Budget 

Administrative  Management 
Office  Services 
Personnel 
Procurement 

Property  and  Supply  Management 

Publications 

Reports 

Security 

Communications 

Emergency  Operations 

Federal  Assistance  (Contributions) 

Industrial  Civil  Defense 

Public  Information  and  Community  Relations 

Legal  and  Legislative 

Liaison 

Program  Policies 
Radiological  Defense 
Research  and  Development 
Shelters 

Training  and  Education 
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PRIVACY  ACT  ISSUANCES 


Avthoritjr  for  of  tkc  ijrttcp:  S  USC  301,  44  USC 

30101,  SO  USC  Appendix  2233 

RooUm  oms  of  records  ■aiotalncd  la  tkc  systcoi,  lacladbig  calcfo- 
rict  of  Bscrt  aad  the  parposet  of  sack  ascs:  To  determine  whether  a 
specific  individual  has  made  an  inquiry  of  DCPA,  what  the  inquiry 
was,  and  what  comprised  the  DCPA  response  to  that  inquiry. 

Policies  and  practices  for  storing,  retrieviag,  accessing,  retalaiag, 
aad  dbposiag  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders 

RetrievabilHy:  Alphabetical  by  inquirer’s  name,  except  that 
responses  to  Congressional  inquiries  are  filed  separately. 

Safeguards:  Available  to  DCPA  personnel,  and  to  other  personnel 
authorized  access  to  DCPA  files  for  a  specific  purpose;  for  exam¬ 
ple,  research  for  educational  or  historical  purposes.  At  headquar¬ 
ters  mechanized  files  are  locked  during  nonduty  hours  and  the 
rooms  in  which  the  files  are  housed  are  also  locked  during  nonduty 
hours. 

Rctcatioa  aad  dbposal:  Records  are  cut  off  at  end  of  calendar 
year  and  destroyed  two  years  after  cutoff. 

System  maaagerts)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

NotlficatioB  procedure:  Information  may  be  obtained  from; 
Headquarters,  DCPA 
Room  IDSII 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  IDS II 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license,  employing  of¬ 
fice's  identification  card,  and  give  some  verbal  information  that 
could  be  verified. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301. 

Record  source  categories:  All  records  in  the  system  consist  of 
DCPA  generated  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
CMGT  10 

System  name:  DCPA  MGT  10,  Program  Management  Information 
System 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  Offices,  Computer  Center.  Mailing  addresses  of  these  instal¬ 
lations  are  set  out  in  a  DCPA  directory  which  will  be  published  as 
an  appendix  to  these  notices. 

Categories  of  Individuals  covered  by  the  system:  Local  Civil 
Preparedness  Directors 

Categories  of  records  in  the  system:  Files  contain  name  and  busi¬ 
ness  address  of  all  local  civil  defense  directors  participating  in 
DCPA  contributions  programs. 

Authority  for  maintenance  of  the  system:  S  USC  301,  44  USC 
3101,  so  USC  App.  2253 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Answering  congressional 
and  other  inquiries,  mailing  materials  to  local  civil  defense  agen¬ 
cies,  keeping  track  of  a  number  of  training  courses  taken  through 
the  mail,  determining  address  of  individual  if  his  name  is  known,  in 
response  to  inquiries  from  the  public  advising  who  the  local  civil 
defense  director  is  for  a  particular  location. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Computer  paper  printouts 

RetrievabilHy:  By  geographic  location  number  printed  alphabeti¬ 
cally  by  State  and  name 


Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Reteatioa  and  disposal:  Records  kept  until  obsolete,  then 
destroyed. 

System  maaagcr(s)  aad  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  IDSII 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification:  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  DCPA  Form  744A  Program  Paper  for 
Local  Civil  Defense  are  prepared  by  local  agencies  and  submitted 
to  the  State  and  DCPA  Regional  offices  which  in  turn  forward  co¬ 
pies  to  DCPA  Headquarters  for  computer  developed  printouts. 
Systems  exempted  from  certain  provisions  of  the  act:  None 
COSV  S 

System  name:  DCPA  OSV-S,  Office  Services  File  System 
System  locatloa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  Offices,  Staff  College,  Computer  Center,  Classified  Loca¬ 
tion.  Mailing  addresses  of  these  installations  are  set*  out  in  a  DCPA 
directory  which  will  be  published  as  an  appendix  to  these  notices. 

Categories  of  individuals  covered liy  the  system:  All  employees  of 
DCPA,  headquarters  and  field,  including  full  time  permanent,  part 
time,  temporary,  consultants,  military  and  civilian. 

Categories  of  records  in  the  system:  Employee  locator  file 
Organization  roster 
Trip  ticket  file 
Accident  report  file 

Memoranda  reference  car  pools  and  parking  permits 
Check  lists 

File  holders  of  identification  (ID)  cards 
Training  file 
Overtime  printouts 
Field  (telephone)  directories 

Authority  for  maintenance  of  the  system:  5  USC  301,  50  USC  Ap¬ 
pendix  2253 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  aad  the  pnrposes  of  snch  uses:  Management  Division 
DCPA:  To  show  quickly  and  accurately  what  personnel  are  as¬ 
signed  to  what  organizational  elements  and  how  they  can  most 
quickly  be  contacted  during  or  after  normal  working  hours;  to  route 
inadequately  addressed  communications;  to  provide  basic  informa¬ 
tion  responsive  to  route  inquiries;  to  show  trips  for  which  govern¬ 
ment  vehicles  are  authorized;  to  record  field  vehicle  accidents  oc¬ 
curring  on  such  trips;  to  show  what  DCPA  personnel  are  members 
of  car  pools  or  who  do  not  wish  to  be  in  car  pools  and  which  ones 
have  parking  permits;  to  show  quickly  who  in  DCPA  field  installa¬ 
tions  possess  ID  cards;  to  portray  at  a  glance  the  educational 
background  of  each  DCPA  employee  and  what  government  training 
he  has  received  or  desires;  to  identify  DCPA  employees  who  have 
worked  overtime  and  will  receive  overtime  pay  unless  the  employee 
takes  compensatory  leave  by  a  stated  date  (to  preclude  payment  of 
overtime). 

Relocation  sites:  Duplicates  of  employee  locator  and  organiza¬ 
tional  rosters,  telephone  directories,  holders  of  identification  cards 
are  maintained  in  order  to  preserve  the  legal  rights  of  DCPA  em¬ 
ployees,  other  citizens,  and  the  U.S.  Government. 
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Otkcrs.  Personael  within  DCPA  will  use  daln  or  documcnu  in  the 
file  or  will  develop  same,  as  necessary,  in  connection  with  their  du¬ 
ties  on  office  serving  matters. 

Policica  and  pmctkcs  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  filed  alphabetkaDy.  multilithed  cut  sheets  stapled 
and  bound  into  booklets,  and  visible  file  strips. 

Retrievabllhy:  By  last  name  of  employee  or  organuational  ele¬ 
ment. 

Safeguards:  Building  Employs  Security  Guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
property  screened,  cleared  and  trained. 

Retention  and  disposal:  These  records  become  obsolete  when  up¬ 
dated  records  are  prepared.  Obsolete  rosters  and  directories  are 
desuoyed.  Employee  locator  file  cards  are  relocated  in  a  former 
employee  file  when  the  employee  leaves  our  rolls.  Accident  reports 
arc  destroyed  after  six  months. 

System  managerfs)  and  addrem:  Director.  DCPA.  The  Pentagon. 
Washington.  D.C.  20301 

Notification  procednre:  Information  may  be  obtained  from: 
Headquarters.  DCPA 
Pentagon  Building 
Washington.  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters.  DCPA 
Room  IDSII 
Pentagon  Building 
Washington.  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address.  Visits  are  limited  to  Manage¬ 
ment  Division.  DCPA.  Pentagon  Building.  Washington.  D.C.  20301 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification:  that  h.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Ceatesdag  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division.  DCPA.  Pentagon  Building.  Washington. 
D.C.  20301. 

Record  source  categories:  Employee  provides  the  data. 

Systems  exempted  tram  certain  provWoBS  of  the  act:  None 
CPER  1 

System  name:  DCPA  PER  1 .  General  Personnel 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (IXrPA).  The  Pentagon,  Washington,  D.C.  20301,  and  Regional 
Offices,  Staff  College.  Computer  Center,  and  relocation  sites.  Mail¬ 
ing  addresses  of  these  insta^tions  are  set  out  in  a  DCPA  directory 
which  will  be  published  as  an  appendix  to  these  notices. 

Categortes  of  hsdlvldnals  covered  by  the  system:  All  DCPA  em¬ 
ployees,  headquarters  and  field,  including  full  time  permanent,  part 
time,  temporary,  consultants,  military  and  civilian  and  former  em¬ 
ployees. 

Categories  of  records  la  the  system:  Files  contain  internal  day-to- 
day  adminisUation  papers  that  relate  to  such  personnel  matters  as 
appointment,  recruitment,  placement,  retention,  assignment  of  du¬ 
ties,  staffing,  hours  of  duty,  attendance  and  leave,  travel,  length  of 
service  awards,  health,  safety,  performance  evaluation,  security 
clearances,  insurance,  overtime,  pay  administration,  accountability 
for  property,  training-career  development.  Generally  this  includes 
records  about  agency  personnel  used  by  administrators  or  super¬ 
visors  and  not  contained  in  the  official  personnel  folder  belonging 
to  the  CivB  Service  Commission  (201  file),  as  weB  as  supervisor’s 
copy  of  records  contained  in  the  201  file  such  as  Standard  Form 
(SF)  S2,  Request  for  Personnel  Action,  and  SF  50,  Notice  of  Per¬ 
sonnel  Action  and  the  like. 

Electromechanical  accounting  machine  (EAM)  printout  created 
and  maintained  by  DCPA  Management  Division,  reflecting  name  of 
employee,  organizational  code,  date  of  birth  (IMB),  Table  of  Dis¬ 
tribution  and  Allowances  (TDA)  code  number,  position  title,  ser¬ 
vice  computation  date  (SCD),  grade,  geograpkcal  indication  of 
where  employee  is  assigned. 

EAM  printout  created  and  maintained  by  Personnel  and  Employ¬ 
ment  Service  Washington,  (PAES-W)  reflecting  substantially  tte 


same  information  listed  in  the  EAM  printout  described  above,  but 
also  including  the  social  security  account  number  (SSAN),  the  oc¬ 
cupational  series  code,  and.  in  the  case  of  minority  employees,  a 
one  digit  code  (from  a  system  created  by  the  Civfl  Service  Commis¬ 
sion  (CSO)  indicating  which  of  seven  minority  groups  the  em¬ 
ployee  represents. 

Files  maintained  by  supervisors,  consisting  of  file  copies  of 
memoranda  pertaining  to  some  aspect  of  a  subordinate  employee’s 
work  performance;  includes  informal  minutes  of  conferences  with 
such  employees,  attendance  records,  and  documentations  of  sub¬ 
marginal  behavior,  conduct,  or  performance. 

Anthnrity  lor  mainicnance  of  the  system:  5  USC  301.  44  USC 
3104,  SO  USC  App.  2253 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  Files  are  maintained  by 
supervisors  and  are  in  addition  to  and  may  be  duplicative  of  the  of¬ 
ficial  Civil  Service  Commission  personnel  file  (201  file)  which  is 
maintained  by  the  personnel  officer  and  are  used  by  supervisor  or 
anyone  in  the  supervisory  chain  to  perform  personnel  management 
functions. 

Files  are  maintained  by  administrative  officers  for  reporting  pur¬ 
poses,  and  for  performing  administrative  functions  assigned  to 
them  by  agency  instructions  such  as  manpower  strength  reports, 
statistical  reports,  manpower  surveys,  preparation  of  certificates  of 
award,  identifying  vacancies. 

Polldct  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Conventional  EAM  printouts,  paper  records  in  file  fol¬ 
ders,  and  forms  kept  in  three-ring  binders;  aO  the  foregoing  kept  in 
file  cabinets  or  desk  drawers,  available  to  DCPA  st^f  members 
only  on  a  demonstrated  need  to  know  basis. 

Retrievabllhy:  Organizationally  by  directorate  or  region,  then 
descending  order  by  grade,  and  alphabetically  by  name. 

Safeguards:  Available  to  DCPA  staff  members  only  on  a  demon¬ 
strated  necd-to-know  basis.  AD  buildings  are  secured  by  govern¬ 
ment  guards  during  nonduty  hours,  or  are  locked. 

Retention  and  disposal:  Records  on  individual  employees  are  kept 
indefinitely  and  then  destroyed  if  no  longer  needed  for  permanent 
record.  Retained  for  three  years  when  replaced,  then  retired  or 
destroyed.  Exception:  The  EAM  printout  created  and  maintained 
by  Management  Division  is  retained  indefinitely. 

System  maaagcr(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters.  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  h,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  t^t  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeahng  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  entegorka:  Agencies  records 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  USC  5S2a  (kX2),  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 

CPER  1-1 

System  name:  DCPA  PER  1-1,  Bond,  Charitable,  and  Blood  Donor 
Drives  Files 

System  location:  Defense  Chrfl  Prepmedness  Agency  (DCPA), 
The  Pentagon,  Washing^,  D.C.  20301,  Ml  DCPA  Regiosud  Offices 
and  Staff  CoOege.  Mailing  addresses  of  these  mstaHatioos  an  set 
out  in  a  DCPA  directory  which  will  be  pubRahed  as  an  appendix  to 
this  notice. 
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Categories  of  iadIvMsab  covered  by  tbc  systeai:  All  employees  of 
DCPA,  headquarters  and  field,  including  full  time  permanent,  part 
time,  temporary,  military  and  civilian. 

Categories  of  records  in  the  system:  Electromechanical  Accounting 
Machine  (EAM)  printouts,  keyman's  campaign  report,  and  blood 
donor  file. 

Aatbority  for  maiatenaace  «f  the  system:  SO  DSC  App.  22S3,  44 
use  3101 

Roatiae  ases  of  records  maiataiaed  in  the  system,  incladiag  catego* 
ries  of  asers  and  the  parposes  of  sack  ases:  Management  Division 
and  designated  employees  •  To  serve  as  control  in  CFC  drives  and 
E  bond  drives;  to  serve  as  source  document  for  CFC  auditors;  to 
show  blood  types  of  DCPA  employees,  when  they  are  self 
scheduled  for  blood  donations,  and  dates  of  prior  donations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  ia  the  system: 

Storage:  EAM  printouts  by  organization,  typed  lists,  and 
manually  prepared  blood  donor  cards. 

Retrievability:  By  employee’s  surname  and  organization 

Safeguards:  Records  are  available  to  drive  chairman,  his  deputy 
chairman,  keymen,  and  to  other  DCPA  staff  as  required. 

Reteatioa  and  disposal:  CFC  drive  and  bond  drive  records 
become  obsolete  at  drive’s  termination,  and  are  destroyed.  Blood 
donor  records  are  maintained  on  a  continuing  basis. 

System  maaagerfs)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Was^iington,  D.C.  20301 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  ID5II 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/69S-6498 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  IDSII 
Pentagon  Building 
Washington.  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  card,  and  give  some  verbal  information 
that  could  be  verified  with  his  case  folder. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Personnel  records  and  contact  with 
DCPA  employees. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
CPER  4 

System  name:  DCPA  Per  4,  Military  Reserve  Program 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA).  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gnal  Offices,  Staff  College.  Mailing  addresses  of  these  installa¬ 
tions  are  set  out  in  a  DCPA  directory  which  will  be  published  as  an 
appendix  to  these  notices. 

Cat^ries  of  iadividnals  covered  by  the  system:  All  military 
reservists  who  have  or  could  have  mobilization  designation  to 
DCPA  regional  offices  or  State  and  local  civil  defense  agencies. 

Categories  of  records  in  the  system:  Files  contain  copies  of  orders, 
lists  of  reservists  or  possible  reservists  assigned  to  the  DCPA  re¬ 
gion  and  State  and  local  civil  defense  agencies  and  related  docu¬ 
ments. 

Authority  lor  maintenance  of  the  system:  10  USC  270,  10  USC 
273,  41  USC  3101,  50  USC  App.  2253 

Routiae  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  asers  and  the  purposes  of  such  uses:  Prepare  statistical  re¬ 
ports;  rosters,  lists  of  new  assignees  for  welcome  letters  from  the 
Director,  review  of  assignments  to  provide  information  for  realloca¬ 
tion  of  vacant  spaces,  provide  basis  for  general  management  of  the 
program  including  the  making  of  efficiency  and  other  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  fas  the  system: 


Storage:  Orders  and  related  papers  are  filed  in  paper  file  folders 
in  metal  file  cabinets. 

Retrievability:  Filed  at  DCPA  headquarters  by  region  by  military 
service. 

Filed  at  DCPA  regional  headquarters  by  service  by  state  in  in¬ 
dividual  folders. 

Safeguards:  Building  employs  security  guards.  Only  authorized 
DoD  personnel  have  access  to  building. 

Reteatioa  and  disposal:  Retained  as  long  as  individual  assigned  to 
program. 

System  maaager(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  1D5II 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/696-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID5I1 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address.  Visits  are  limited  to  Manage¬ 
ment  Division,  DCPA,  Pentagon  Building,  Washington,  D.C.  20301. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  Management  Division,  DCPA,.  Pentagon  Building,  Washing¬ 
ton,  D  C.  20301. 

Record  source  categories:  Reservist  submits  completed  application 
to  DCPA  regional  or  State  and  local  civil  defense  agency  where  he 
desires  to  work.  Application  is  endorsed  at  each  level  and  for¬ 
warded  through  civil  defense  channels  to  the  respective  service  per¬ 
sonnel  administrative  headquarters  for  processing  and  if  approved, 
issuance  of  assignment  orders.  Copies  of  assignment  orders  are  dis¬ 
tributed  to  interested  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
CPER  5-1 

System  name:  DCPA  PER  5-1  Executive  Reserves 

System  locathtn:  Defense  Civil  Preparedness  Agency  (DCPA) 
Headquarters,  The  Pentagon,  Washington,  D.C.  20301,  and  Re¬ 
gional  Offices.  Mailing  addresses  of  these  installations  are  set  out 
in  a  DCPA  directory  which  will  be  pubUshed  as  an  appendix  to 
these  notices. 

Categories  .of  individuals  covered  by  the  system:  All  Executive 
Reservists  designated  by  DCPA. 

Categories  of  records  in  the  system:  Files  contain  the  completed 
forms  that  are  required  to  enter  an  individual  on  Federal  employ¬ 
ment  and  copies  of  correspondence  with  the  reservist.  Other  docu¬ 
ments  relate  to  selection,  designation  and  training  of  reservist. 

Authority  for  maintenance  of  the  system:  Executive  Order  11P9 
of  September  22,  1964. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  within 
the  Department  of  Defense  in  selecting,  designating,  training  and 
taking  routine  personnel  actions  for  personnel  for  assignment  to 
key  positions  in  the  DCPA  Executive  Reserve  unit  and  regional  su¬ 
bunits.  These  units  and  personnel  perform  functions  in  an  emergen¬ 
cy  not  carried  out  by  regular  employees.  Disclosure  is  made  as 
required  to  Federal  Preparedness  Agency/General  Services  Ad 
ministration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  tbc  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  Filed  within  units  alphabetically  by  name 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 
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RetrathM  mk)  dbpoMi:  Destroyed  when  the  reservist  is  no  longer 
available  or  when  designation  of  the  reservist  is  terminated. 

System  maaagcrts)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  proccdarc:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  1D3I1 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone;  Area  Code  202/69S-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  IDSII 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  tliat  could  be 
verified. 

CoBtcstlag  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  Management  Division,  DCPA,  Pentagon  Building,  Washing¬ 
ton,  D.C.  20301. 

Record  source  categories:  Information  on  the  reservist  is  supplied 
by  the  reservist.  Other  data  is  supplied  by  the  DCPA  staff. 

Systeass  eicmpted  from  certahs  provWoas  of  the  act:  None 
CPERd 

System  name:  DCPA  PER-6,  Equal  Employment  Opportunity  Dis¬ 
crimination  Complaint  Files 

System  locathm:  Equal  Employment  Opportunity  (EEO)  Office, 
Defense  Civfl  Preparedness  Agency  (DCPA),  Room  3E349,  The 
Pentagon,  Washington,  D.C.  20301;  all  Regional  offices. 

Categories  of  faidlvtdnals  covered  by  the  system:  Any  DCPA  em¬ 
ployee  or  applicant  for  employment,  headquarters  and  field,  includ¬ 
ing  full  time  permanent,  part  time,  temporary,  consultants,  military 
and  civilian  who  makes  a  discrimination  in  employment  charge 
against  DCPA. 

Categories  of  records  hi  the  system:  Ffles  contain  complaints  of 
discrimination  brought  by  DCPA  employees  because  of  race,  color, 
national  origin,  sex,  or  age,  records  of  investigation,  records  of 
bearings,  and  dispositions  of  cases  involving  equal  employment  op¬ 
portunity. 

Authority  for  maiateBaBcc  of  the  system:  Public  Law  92-261, 
Equal  Employment  Opportunity  Act  of  1972;  44  USC  3101 

Routliie  uses  of  records  matataiaed  fas  the  system,  lacludiag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  EEO  office  to  ascertain 
whether  discrimination  under  the  equal  employment  opportunity 
rules  and  regulations  have  taken  place. 

USACARA  investigators  to  secure  the  testimony  of  witnesses 
and  other  pertinent  data  involving  the  cases. 

Agency  head  for  purposes  of  making  a  decision. 

Civil  ^rvice  Commission  or  other  federal  agency  with  jurisidk- 
tion  for  bearings,  and  appeals. 

Policies  aad  practices  for  storfaig,  retrieving,  accesstag,  rctaiafaig, 
aad  dlsposiag  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders. 

Rctrlcvabiltty:  Filed  alphabetically  by  last  name  of  complainant. 

Safeguards:  Building  security  guards.  Records  are  maintained  ia 
areas  accessible  only  to  authorized  personnel  that  are  properly 
screened  and  cleared. 

Retentioa  and  disposal:  Records  are  permanent 

System  maaagerfs)  and  addrem:  Equal  Employment  Opportunity 
Officer,  DCPA,  The  Pentagon,  Washington,  D.C.  20301 

Notlficatioa  procedure:  Information  may  be  obtained  from: 

Equal  Employment  Opportunity  Office,  DCPA 

Room  3E349 

Pentagon  Building 

Wash^ton,  D.C.  20301 

Telephone:  Area  Code  202/697-1334 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to: 


Equal  Employment  Opportunity  Office,  DCPA 
Room  3E349 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Coatesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  contesting  contents  and  appealing  initial  determinations 
may  be  obtained  from  the  Management  Division,  DCPA,  Pentagon 
Building,  Washington,  D.C.  20301. 

Record  source  categories:  Information  is  secured  from  previous 
employers,  friends  and  acquaintances  of  the  complainant  and  the 
alleged  discriminating  official,  official  personnel  records,  educa¬ 
tional  institutions,  etc. 

Systems  exempted  from  certafai  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  USC  S52a  (kK2),  as  applicable.  For* 
additional  information,  contact  the  Systems  Manager. 

CPER  7 

System  name:  DCPA  PER  7,  Emergency  Notification  Lists 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  offices.  Staff  College,  Computer  C!enter  and  relocation  facili- 
ties.  Mailing  addresses  of  these  installations  are  set  out  in  a  DCPA 
directory  which  will  be  published  as  an  appendix  to  these  notices. 

Categorim  ol  indhridaals  covered  by  tbe  system:  All  DCPA  em¬ 
ployees 

Categories  of  records  la  tbe  system:  Ffles  and  their  related  docu¬ 
ments  contain  lists  of  DCPA  employees  with  their  home  address 
aad  telephone  number  who  have  or  may  be  given  an  emergency  as¬ 
signment  and  who  will  be  called  to  be  given  information  or  instruc¬ 
tions  in  the  event  of  an  emergency.  This  includes  duty  officers. 
Army  Operations  Center  and  DCPA  Operations  Center  augmentees, 
public  formation  spokesmen,  radiological  incident  project  of¬ 
ficers,  those  with  emergency  assignments  and  those  who  will  be 
detail^  to  the  Federal  Disaster  Assistance  Administration,  or  other 
government  agency  for  special  assignments. 

Aathority  for  maiateaaace  of  the  system:  S  USC  301,  44  USC 
3101,  30  USC  App.  2253,  2281.' 

RuutiBC  uses  of  records  maintained  in  the  system,  faicloding  catego¬ 
rim  of  Bsers  aad  the  purposes  of  such  uses:  In  the  event  of  an  emer¬ 
gency  or  other  event  which  requires  action  by  DCPA,  the  lists  will 
be  referred  to  determine  and  make  assignments  to  the  assignees 
and  name  and  telephone  number  of  the  employee  who  has 
kaowledge  on  how  to  respond  to  the  situation. 

Polkks  aad  practiem  for  storiag,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  with  copies  of  each  list 
given  to  individuals  whose  name  appears  on  the  list 

Retricvabllky:  Filed  alphabetically,  in  the  order  to  be  called,  or 
by  groups  who  are  to  be  called  by  an  individual. 

Safeguards:  These  records  made  available  to  authorized  personnel 
oaly. 

Retcatloa  aad  disposal:  Destroyed  when  the  list  is  superseded 

System  manager(s)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301. 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  1D3I1 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  aceem  proccdurm:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  Defense  Civfl  Preparedness  Agency 
Room  lD51i 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
tbe  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
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identification  card,  and  give  some  verbal  information  that  could  be 
verified.  " 

Contesting  record  procedures:  The  Agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301 

Record  sonrce  categories:  Addresses  and  telephone  numbers  are 
furnished  by  the  individuals  on  the  Usts. 

Systems  exempted  from  certain  provisions  of  the  act:  None 

CPER  S 

System  name:  DCPA  PER  8,  Handicapped  Employees  and  Han¬ 
dicapped  Veterans 

System  location:  Equal  Employment  Opportunity  Office,  Defense 
Civil  Preparedness  Agency  (DCPA),  Room  ICSIS,  The  Pentagon, 
Washington,  D.C.  20301;  all  Regional  Offices. 

Categories  of  individuals  covered  by  the  system:  AO  DCPA  em¬ 
ployees,  headquarters  and  field,  including  full  time  permanent,  part 
time,  temporary,  consultants,  military  and  civilian  and  potential  em¬ 
ployees. 

Categories  of  records  in  the  system:  Files  contain  information 
about  handicapped  employees  and  potential  employees  and  their 
handicaps. 

Authority  for  matutenaacc  of  the  system:  Rehabilitation  Act  of 
1973  (Public  Law  93-112) 

Vietnam  Era  Veterans*  Readjustment  Assistance  Act  of  1974 
(Public  Uw  93-508) 

44  use  3101 

Rontine  naes  of  records  maintaiacd  In  the  system,  including  catego¬ 
ries  of  Hsers  and  the  purposes  of  such  naes:  Information  in  these  files 
is  used  to  assist  in  preparation  of  the  Affirmative  Action  Plan  for 
the  Employment  of  Handicapped  Individuals  and  the  Affirmative 
Action  Plan  for  Disabled  Veterans  as  required  by  the  two  above 
cited  authorities.  The  information  is  used  by  the  coordinator  for 
selective  placement. 

The  information  is  used  by  the  action  officer  for  selective  place¬ 
ment  in  assisting  the  coordinator  for  selective  placement. 

The  information  is  used  by  Personnel  and  Employment  Servkes- 
Washington,  Office  of  Secretary  of  the  Army,  in  finding  potential 
placement  for  handicapped  employees. 

The  Assistant  Director  for  Administrative  Services  compiles 
statistics  and  lists  to  assist  the  coordinator  for  selective  placement. 

Lists  of  handicapped  persons  are  circulated  to  assistant  directors 
and  program  managers  for  possible  job  placement. 

The  information  could  be  used  in  connection  with  any  discrimina¬ 
tion  matter  and  disclosed  to  any  federal  agency  with  jurisdiction 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
nnd  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

RetrievabllHy:  Filed  alphabetically  by  last  name  of  complainant 
or  applicant. 

Safeguards:  Building  security  guards.  Records  are  maintained  in 
areas  accessible  only  to  authorized  personnel  that  are  properly 
screened  and  cleared. 

Retention  and  disposal:  Records  are  permanent. 

System  maaager(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procednre:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D511 
Pentagon  Budding 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification:  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 


Canisating  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appeali^  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Information  is  secured  from  the  han¬ 
dicapped  person,  previous  employers,  friends  and  acquaintances, 
official  personnel  records. 

Systems  exempted  from  certain  provUoaa  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  USC  552a(kM2),  as  applicable.  For 
additional  information,  contact  the  Systems  Manager. 

CPUB  3 

System  name:  DCPA  PUB  3,  Publications  Distribution  Lists  •  Com¬ 
puter  Center 

System  locathm:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301;  DCPA  Com¬ 
puter  Center,  Post  Office  Box  256,  Olney,  MD  20832. 

Categories  of  individuals  covered  by  the  system:  Commanders  of 
selected  military  installations 

Members  of  general  pubhe  interested  in  receiving  information 
bulletins  and/or  copies  of  FORESIGHT,  the  DCPA  publication. 
Executive  Secretaries,  various  associations  of  registered  nurses 
Program  Directors,  Television  Stations  (educational  only) 

Program  Directors,  Television  Stations  (other  than  educational) 

Program  Directors,  Radio  Stations  in  U.S.  and  Territories 

Program  Directors,  Radio  Stations  with  women's  programs 

Architects  and  engineers  qualified  in  faUout  shelter  analysis 

Instructors  qualified  in  fallout  shelter  analysis 

Selected  officials  of  each  U.S.  county 

Selected  officials  of  each  U.S.  township 

Selected  officials  of  U.S.  cities  and  towns 

Selected  field  personnel  of  the  National  Weather  Service 

Governors  of  each  of  the  United  States  and  Territories 

Members  of  both  Houses  of  the  Congress 

All  U.S.  Department  of  Agriculture  county  agents 

Selected  volunteer  agencies 

Industrial  defense  coordinators 

Defense  coordinators  of  Federal  agencies 

DCPA  Executive  Reservists 

North  Atlantic  Treaty  Organization  Civil  Defense  Directors 
State  and  regional  civil  defense  directors 
Corps  of  En^eers  field  officers 

Heads  of  senior  military  colleges  under  Department  of  Defense 
Military  support  planning  officers  of  each  State 
Continental  United  States  Army  Military  Support  Planning  Of¬ 
ficers 

Heads,  DCPA  Warning  Centers 

Heads,  Civil  Affairs  Units,  U.S.  Army  Reserve 

DCPA  research  staff 

Local  civil  defense  directors 

Editors,  college  newspapers 

Executive  Secretary,  U.S.  American  Library  Association 

Chief  librarian,  public  libraries 

Editors,  industrial  publications 

Plant  protection  supervisors 

Defense  coordinators  of  U.S.  Postal  Service 

Mobilization  designees 

Executive  secretaries,  national  organizations,  scientific  and 
technical 

Executive  secretaries,  national  organizations,  fire 
Executive  secretaries,  national  organization  membership' 
Executive  secretaries,  national  organizations,  rural 
Executive  secretaries,  national  organizations,  education 
Executive  secretaries,  national  organizations,  government 
Executive  sccretarus,  national  organizations,  veterans  and  milita¬ 
ry 

Executive  secretaries,  national  organizations,  health 
Executive  secretaries,  national  organizations,  media 
Executive  secretaries,  national  trade  associations 
Executive  secretaries,  state  manufacturers  associations 
Certain  individuals  involved  in  training  and  education  activities  at 
State  level 

Certain  military  officials  in  DCPA  Region  Six  area 
Specific  individuals  prominent  in  industry  in  Region  Six  area 
Specific  Federal  government  key  personnel  in  field  installations 
located  in  DCPA  Region  Six  area 
Members  of  National  Association  of  Counties 
Officials  in  private  industry  requesting  DCPA  industrial 
preparedness  publications 
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Those  studenU  successfully  completing  the  Industry /Business 
Emergency  Planning  Course  at  DCPA  Staff  College 
Editors  of  industr^  association  publications 
Categories  el  records  in  the  system:  Names  and  mailing  addresses 
of  individuals  listed  a^ve 

Authority  for  maintenance  of  the  system:  5  USC  301,  44  DSC 
3101,  SO  USC  Appendix  22S3 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  mailing  ad¬ 
dresses  of  individuals  representing  self  or  organizations  to  whom 
DCPA  publications,  such  as  FORESIGHT  magazine,  are  mailed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Prom  magnetic  tape  (cassette)  to  terminal  to  disc; 
periodicaDy  copied  from  disc  to  magnetic  tape  from  which  address 
labels  are  printed. 

Retrievabillty:  Either  by  mailing  list  identification(ID)  number, 
then  by  ZIP  c^e  within  each  ID  number,  then  a  three  digit  number 
from  (K)l  to  999  assigned  within  each  ZIP  code,  or  by  DCPA  region 
number,  then  alphabetically  by  name  of  State  within  each  region, 
then  alphabeticaOy  by  name  of  county  within  each  State. 

Safeguards:  Files  are  maintained  in  a  secured  tape  vault  in  ac¬ 
cordance  with  DOD  Security  Regulations. 

Retention  and  disposal:  Data  is  erased  from  disc  as  it  becomes 
obsolete. 

System  managerfs)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/69S-6498 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID5I1 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of  - 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Coutestiag  record  procures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Data  provided  by  addressees  on  the 
■ailing  lists. 

Systems  exempted  from  certain  provisions  of  the  act;  None 
CPUB  3-2 

System  name:  DCPA  PUB  3-2,  Standard  Publications  Distribution 
Lists 

System  locatloa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301;  Civil  Defense 
Branch,  U.S.  Army  Adjutant  General  (AG)  Publications  Center, 
2800  Eastern  Boulevard,  Middle  River,  Baltimore,  MD  21220;  and 
Defense  Printing  Service,  U.S.  Navy  Publications  and  Printing  Ser¬ 
vice  Office,  The  Pentagon,  Washington,  D.C.  20350. 

All  DCPA  Re^onal  Offices  and  Staff  College.  Mailing  addresses 
of  these  installations  are  set  out  in  a  DCPA  Directory  which  will  be 
published  as  an  appendix  to  these  notices. 

Categories  of  tudhriduals  covered  by  the  system:  State,  Common¬ 
wealth,  and  Territorial  Civil  Defense  (CD)  Directors 
Local  CD  Directors 
Heads,  DCPA  Field  Activities 
DCPA  Executive  Reservists 
Defense  Coordinators  of  U.S.  Postal  Service 
Defense  Coordinators  of  Federal  Agencies 
State  CD  Education  Coordinators 
Heads,  Department  of  Commerce  Field  Offices 
State  Agents,  Surplus  Property  and  Merit  System 
Sute  Social  Studies  Specialist 


Architects  and  Engineers  Attending  Fallout  Shelter  Analysis 
Course  but  not  certified. 

EnroUers,  CD  Career  Development  Program 
Participants,  Multiprotection  Design  course 
Professionals  interested  in  shelter  construction 
Members,  National  Academy  of  Science  Advisory  Committee  on 
CD 

Members  of  general  public  interested  in  receiving  Civil 
Preparedness  Guides  (CPG),  Circulars,  Information  Bulletins  and 
technical  information. 

Corps  of  Engineers  (CofE)  Field  Officers 
Military  Support  Planning  Officers  of  each  State 
Continental  United  States  (CONUS)  Army  Military  Support 
Planning  Officers 
Heads,  DCPA  Warning  Centers 

Heads,  Senior  Military  Colleges  under  Department  of  Defense 
Heads,  Civil  Affairs  units,  U.S.  Army  Reserve 
Managers,  Radio  Stations  in  U.S.  and  Territories 
Managers,  Radio  Stations  with  Women’s  Programs 
Managers,  TV  Stations  (education  only) 

Managers,  TV  Stations  (other  than  education  stations) 

Managers,  Major  Cable  Television  Stations 
Heads,  technical  universities  interested  in  nuclear  protective  con¬ 
struction 

Coordinators,  State  and  local  civil  preparedness  instructional  pro¬ 
grams 

Editors,  college  newspapers 
Chief  State  school  officers 
Industrial  Defense  Coordinators 
Executive  Secretaries,  National  Trade  Associations 
Executive  Secretaries,  State  Manufacturers  Associations 
Executive  Secretaries,  professional  societies  interested  in  protec¬ 
tive  construction 
Plant  Protection  Supervisors 

Executive  Secretaries,  State  Architectural  and  Engineering  Ex¬ 
amining  Boards 
Deans  of  Architecture 
Deans  of  Engineering 

Executive  Officers,  American  Life  Convention  Membership 
Companies 

Executive  Secretaries,  National  Organizations,  Welfare  and  Reli¬ 
gious 

Executive  Secretaries,  National  Organizations,  Scientific  and 
Technical 

Executive  Secretaries,  National  Organizations,  Fire 
Executive  Secretaries,  National  Organization  Membership 
Executive  Secretaries,  National  Organizations,  Rural 
Executive  Secretaries,  National  Organizations,  Education 
Executive  Secretaries,  National  Organizations,  Government 
Executive  Secretaries,  National  Organizations,  Veterans  and 
Military 

Executive  Secretaries,  National  Organizations,  Health 
Executive  Secretaries,  National  Organizations,  Media 
Executive  Secretaries,  National  Associations  of  Independent 
Schools 

Heads  of  Selected  Foreign  Activities 
North  Atlantic  Treaty  Organization  Civil  Defense  Directors 
Executive  Secretary,  US-American  Library  Association 
Executive  Secretary,  Canadian-American  Library  Association 
Head  Librarians,  Engineering  Libraries 
Selected  individuals  in  research  an  d  development  sector 
Catcgorict  of  records  in  the  system:  Names  and  mailing  addresses 
of  the  individuals  listed  above 

Authority  for  maintenance  of  the  system:  5  USC  301,  44  USC 
3101,  50  USC  Appendix  2253 

Rontiue  uses  of  records  maintained  in  the  system,  inclodiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  mailing  ad¬ 
dresses  of  individuals  representing  seif  or  organizations  to  whom 
DCPA  publications  are  mailed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retataiag, 
and  disposing  of  records  ia  the  system: 

Storage:  From  magnetic  tape  and  punched  cards 
Retrievability:  Alphabetical  by  name  of  State,  then  numerically 
within  each  State  by  ZIP  code. 

Safeguards:  Building  Employs  Security  Guards.  Records  am 
retained  in  Areas  Accessible  to  and  made  available  to  authorized 
personnel  on  request. 

Retentioa  and  dbposal:  When  a  list  is  updated  the  prior  list  is  t 
destroyed. 
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Sjrsten  muatcf^f)  addrtat:  Director,  DCPA,  The  PenUgon, 
Washington,  D.C.  20301 

Notification  proccdarc:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  IDSIl 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contcsdng  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301. 

Record  source  categories:  Data  provided  by  addressees  on  the 
mailing  lists 

Systems  csempted  from  certain  provisioos  of  the  act:  None 
CRAD  2-3 

System  name:  DCPA  RAD  2-3,  Instruments  and  Equipment, 
Loaned,  Radioactive  Materials 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  Offices,  Staff  College,  Computer  Center.  Mailing  addresses 
of  these  installations  arc  set  out  in  a  DCPA  directory  which  will  be 
published  as  an  appendix  to  these  notices.  Copies  are  also  main¬ 
tained  at  the  appropriate  State  and  local  civil  defense  agencies  and 
at  State  radiological  systems  maintenance  and  calibration  facilities, 
and  as  applicable  to  another  Federal  agency  or  DCPA  contractor 
having  radioactive  material  on  loan. 

Categories  of  Individuals  covered  by  the  system:  Custodians  of 
DCPA  Radioactive  Material 

Categories  of  records  la  the  system:  Files  contain  a  listing  of  all 
DCPA  owned  radioactive  materials  on  loan  to  a  State,  other 
Federal  agencies,  DCPA  contractors  or  others.  Categories  of  infor¬ 
mation  stored  in  the  system  include:  custodian's  name,  address, 
city,  county,  telephone  number,  user  authorization  number  and  ex¬ 
piration  date,  date  of  transfer,  DCPA  Region,  State,  storage  name, 
address,  city,  county,  license  number,  type,  expiration  date, 
radioactive  material  nomenclature;  isotope,  activity;  civil  defense 
nomenclature;  serial  numbers;  leak  test  data,  ID  number  of  item, 
voucher  number  and  date. 

Authority  for  maintenance  of  the  system:  5  USC  301,  44  USC 
3104,  50  USC  App.  2253 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
rips  of  users  and  the  purposes  of  such  uses:  Detection  and  Counter¬ 
measures  Division,  DCPA:  As  an  inventory  of  all  DCPA  owned 
radioactive  materials  including  whether  on  loan  or  in  storage. 
Locating  an  item  by  ID  number  or  serial  number;  determining 
custodian  of  an  item,  number  of  items  on  loan  to  a  State,  other 
Federal  agency,  contractor  and  others;  record  of  license  number 
authorizing  custodian  possession  of  material;  inventory  of  items  by 
radioisotope;  using  incapsulation  date  and  radioisotope  decay  to 
determine  activity  at  any  given  time.  File  may  be  sorted  and  or 
searched  by  any  of  items  in  Record-Category  alwve.  At  records  are 
updated,  f^  incorporates  in  history  file  so  that  previous  informa¬ 
tion  remains  on  storage  enabling  a  listing  of  all  previous  data  in  file 
in  various  Record-Categories,  lliis  permits  a  listing  of  leak  test  his¬ 
tory  data,  listing  of  all  storage  locations  and  date  of  transfer,  listing 
of  all  custodians,  date  of  transfer,  license  numlwrs  under  which 
item  was  loaned.  Based  on  expiration  date  of  license,  lists  can  be 
prepared  of  licenses  due  for  renewal  and  overdue.  Based  on  leak 
test  date,  lists  can  be  prepared  of  items  scheduled  for  leak  testing 
and  overdue.  Items  in  possession  of  unauthorized  personnel  can  be 
traced  to  last  custodian  by  serial  number,  ID  number  or  other 
available  nomenclature. 


Regional  Offices,  DCPA:  Same  uses  as  Detection  and  Counter¬ 
measures  Division;  usuaDy  limited  to  radioactive  material  on  loan 
to  States  in  their  respective  Region.  For  lost  or  unauthorized 
sources  entire  file  may  be  searched. 

State  Radiological  Systems  Maintenance,  Maintenance  and 
Calibration  Facility,  State  Civil  Defense  Office,  Other  Federal 
Agencies,  DCPA  Contractors  and  others  possessing  loaned  materi¬ 
al;  Same  as  Deteettion  and  Countermeasures  Division.  Usually 
limited  to  radioactive  material  items  on  loan  to  the  user.  For  lost  or 
unauthorized  sources  entire  file  may  be  searched. 

Policies  and  practices  lor  Coring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Computer  magnetic  tapes  and  disks,  computer  paper 
printouts. 

Retricvability:  Computer  file  u  accessible  by  any  of  the  catego¬ 
ries  listed  in  Record  Category  above. 

Safeguards:  Requests  for  computer  printouts  are  made  by  other 
users  through  DCPA  Detection  and  Countermeasures  Division. 
Only  DCPA  Detection  and  Cotintcrmeasures  Division  and  DCPA 
Computer  Center  have  access  to  DCPA  data  on  computer  tapes  and 
disks.  Printouts  at  DCPA  facilities  are  stored  in  busings  that  em¬ 
ploy  security  guards. 

Retention  and  disposal:  Files  are  updated  as  changes  occur.  Previ¬ 
ous  data  is  stored  in  history  file  for  historical  data  printouts 
described  in  Routine-Uses. 

System  managcr(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  Ikense,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Building,  Washington, 
D.C.  20301  .n 

Record  source  categories:  Data  to  update  file  is  supplied  by 
custodians  of  loaned  material  (note:  transferee  will  report  name  of 
new  custodian).  State  Civil  Defense  Agency  Maintenance  and 
Calibration  Fac^ty  personnel,  DCPA  Regional  Offices,  Detection 
and  Countermeasures  Division  of  DCPA.  Other  sources  include 
other  DCPA  divisions. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
•  CRAD 3 

System  name:  DCPA  RAD  3,  Maintenance  and  Calibration 

System  locatioa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gional  Offices,  DCPA  Computer  Center,  Defense  General  Supply 
Center,  ATTN:  DCPO,  Richmond,  Virginia.  Mailing  addresses  of 
these  installations  are  set  out  in  a  DCPA  directory  which  will  be 
published  as  an  appendix  to  these  notices.  Copies  are  also  main¬ 
tained  at  the  appropriate  State  and  local  civil  defense  agencies  and 
at  State  radiological  systems  maintenance  and  calibration  facilities, 
and  as  applicable  to  another  Federal  agency. 

Categories  of  Individuals  covered  by  the  system:  All  State  RADEF 
Officers  and  Maintenance  Officers 

Categories  of  records  in  the  system:  Files  contain  the  shipping  and 
mailing  addresses  of  the  State  radiological  systems  maintenance, 
maintenance  and  calibration  facilities.  It  also  contains  the  name  and 
telephone  number  of  the  maintenance  officer  of  the  maintenance 
and  calibration  facility  and  the  State  RADEF  officer. 

Authority  for  maintenance  of  the  system:  5  USC  301,  44  USC 
3104,  50  USC  App.  2253 
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lawtiM  «sct  of  records  matelaiacd  hi  the  systca,  lachidfag  catego- 
riH  of  osers  aad  the  gorpoacs  of  sock  osot:  Detection  and  Counter¬ 
measures  Division.  DCPA:  To  address  correspondence  to  the  facili¬ 
ties.  Names  and  telephone  numbers  are  used  to  contact  individuals 
by  phone  as  required. 

DCPA  Regions:  Same  as  Detection  and  Countermeasures  Divi¬ 
sion  for  the  States  in  their  region. 

DCPA  Computer  Center:  To  prepare  mailing  and  shipping  labels 
for  computer  output. 

I  Others;  Copy  furnished  Defease  General  Supply  Center,  ATTN: 
DCPO,  Richmond,  Virginia  for  use  by  them  and  the  associated 
DCPA  Federal  Supply  Depot  to  ship  and  mail  supplies  to  the  States 
for  use  under  the  Radiological  Systems  Maintenance  contract.  In¬ 
formation  furnished  to  other  DCPA  elements,  other  Federal  agen¬ 
cies  and  to  State  radiological  maintenance  faedities  upon  request  in 
order  to  furnish  supplies  and/or  information  for  use  in  the  radiolog¬ 
ical  systems  maintenance  contract. 

Policies  and  practices  for  storing,  retrieving,  nccessing,  rctainfaig, 
nnd  dlapnilng  of  records  in  the  system: 

Rierage;  Paper  records  in  file  folder  and  computer  magnetic  tapes 
or  disks. 

RetrlevabilHy:  Filed  by  region  then  alphabetically  by  State  name 

Salegnarda:  Budding  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Rstentien  and  diaposal:  When  a  list  it  updated  the  prior  bat  is 
destroyed. 

Ryslem  manegerfs)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington.  D.C.  20301 

Notificstloa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/095-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to; 

Headquarters,  DCPA 
Room  ID51I 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  fuH  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Centaatlng  reeerd  precednraa:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Dsvisioo.  DCPA,  Pentagon  Building.  Washington, 
D.C.  2030L 

Reeerd  senres  cntsgerles;  Information  submitted  by  State  RADEF 
Officer,  Maintenance  and  Calibration  Facility  Maintenance  Officer, 
DCPA  Regional  Staff,  others  knowledgeable  of  change  in  data. 

Systems  esempted  from  certain  previsions  ef  the  act:  None 
CRAD4 

System  name:  DCPA  RAD  4,  Radiation  Exposure  and  Radioactive 
Materials;  Radiation  Committee  Records 

System  locntloa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA).  Staff  College,  Computer  Center.  Mailing  addresses  of 
these  installations  are  set  out  in  a  DCPA  directory  which  will  be 
published  as  an'ppendix  to  these  notices. 

Categories  of  Indhrldnals  covered  ^  the  system:  Files  contain  the 
foBowteg  types  of  individoals  within  DCPA  or  under  DCPA 
Byproduct  Materials  Lkease:  AM  authorized  users  of  sources  of 
mnizing  radiation;  activity  radiation  safety  officers,  ioniz^  radia¬ 
tion  dose  records  for  indtviduab  using  or  exposed  to  ionizing  radia¬ 
tion  under  DCPA  hcense  or  authorization,  anthorized  custodians  of 
DCPA  sources  of  ionizing  radiation,  committee  members  and  al¬ 
ternates. 

Categariei  of  records  in  the  system:  Files  contain  records 
produced  in  the  conduct  of  committee  duties  and  functions  which 
include  the  control  and  administration  of,  the  procurement,  use, 
handling,  storage  and  disposal  of  all  sources  of  ionizing  radiation 
throughout  DCPA  and  other  users  under  DCPA  licenses  and 
authorizations,  assuring  compliance  with  licenses  and  authoriza¬ 


tions  issued  to  DCPA  for  ionizing  radiation  and  the  regulations  ap¬ 
plicable  to  these  ficense  holders.  Records  include  committee  mem¬ 
bers,  authorized  users,  activity  radiation  safety  officers,  ionizing 
radiation  dose  records  for  individuals  who  may  be  exposed  to 
DCPA  sources  of  ionizmg  radiation  inspections  (surveys)  of  activi¬ 
ties  and  facilities  using  DCPA  sources  of  ionizing  radiation. 

Authority  for  maintenance  of  the  system:  44  USC  3101,  50  USC 
App.  2253,  2281,  44  USC  2073,  2093,  2095.  2111,  2112,  2201,  2232,  ‘ 
2233,  2234,  2273 

Rondac  uses  of  records  maintaised  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Radiation  control  com¬ 
mittee:  In  conduct  of  committee  duties  and  functions  inclnding  the 
following:  serving  as  an  advisory  board  recommend^  approval 
and  exercising  control  of  the  procurement,  use,  handling,  storage, 
and  disposal  of  sources  of  ioaizing  radiation  for  civd  preparedness 
purposes;  based  upon  the  qualifications  subnutted,  designate  for 
approval  all  authorized  users  of  sources  of  ionizing  radiation  within 
DCPA  or  under  DCPA  licenses  or  authorizations;  recommend  for 
approval  activity  radiation  safety  officers  for  all  DCPA  installations 
and  other  facilities  where  sources  of  ionizing  radiation  are  used, 
handled  or  stored  under  DCPA  licenses  or  authorizations; 
estabUshes  general  procedures  and  guidance  governing  the  use, 
handbng,  storage  of  sources  of  ionizing  radiatioo,  including  ap¬ 
propriate  health  physics  or  emergency  products,  procedures  a^ 
precautions,  establishing  formal  rules  and  regulations  as  necessary; 
assure  that  the  rules  and  conditions  of  the  DCPA  licenses, 
authorizations,  and  regulations  are  observed  in  aH  DCPA  activities; 
maintain  recoils  of  the  procurement,  receipt,  transfer  and  disposal 
of  all  DCPA  sources  of  ionizing  radiation;  maintain  ionizing  radia¬ 
tion  dose  records  for  each  DCPA  employee  and  other  individuals 
who  may  have  been  exposed  to  ionizing  radiation  under  DCPA 
licenses  or  authorizations;  providing  bai)M>n  with  other  Federal 
agencies  with  regard  to  committee  ^ties  and  functions;  maintain 
records  of  applications  and  amendments  to  licenses  and  authoriza¬ 
tions  for  the  use  of  ionizing  radiation  at  DCPA  facibties;  maintains 
records  of  periodic  inspectioos  of  aO  DCPA  activitiet  involved  with 
sources  of  ionizing  radiation  under  DCPA  licenses  and  authoriza¬ 
tions. 

PoHrics  and  practices  lar  storing,  retoieving,  accessing,  retaining, 
and  disposing  of  records  in  the  syatom: 

Storage;  Paper  records  in  flle  folders 

Radioactive  materials  inventory  on  computer  magnetic  tape  and 

disks 

Rctricvabllky:  Filed  by  subject 

Ionizing  radiation  exposure  records  snbfBed  alphabeticany  by 
name 

Safeguards:  Buildings  employ  security  guards 

Requests  for  computer  printouts  are  made  through  the  Radiation 
Control  Committee.  Only  DCPA  has  access  to  data  on  computer 
tapes  and  disks. 

Retention  and  disposal:  Files  kept  in  accordance  with  10  CFR  19, 
20.  30,  and  33. 

Files  not  covered  by  H)  CFR  kept  for  two  years  after  completion, 
then  destroyed. 

System  managcr(s)  and  address:  Director.  DCPA,  The  Pentagon, 
Washington.  D.C.  20301 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington.  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is.  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinatioas  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Buiiding,  Washington, 
D.C.  20301. 
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Rccsrd  Mwrcc  calcgorict:  Reports  prepared  and  submitted  by 
committee  members,  activity  radiation  safety  officers  and  users. 
Data  for  ionizinc  radiation  dose  records  from  individuals  wearing 
dosimeters  and  film  badge  processors. 

Systems  exempted  from  certain  provlsloas  of  the  act:  None. 

CSEC  2 

System  name:  DCPA  SEC  2,  Classified  Documents  Control  Files 

System  locatloa:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  all  DCPA  Re¬ 
gion^  Offices,  Staff  College,  relocation  facilities,  and  Computer 
Center.  Mailing  addresses  of  these  installations  are  set  out  in  a 
DCPA  Directory  which  will  be  published  as  an  Appendix  to  these 
notices. 

Categories  of  iadivldoals  covered  by  the  system:  DCPA  employees, 
headquarters  and  field,  involved  in  the  handling  of  classified 
material. 

Categories  of  records  in  the  ^stem:  Information  pertaining  to 
proper  control  of  classified  material. 

Aothority  for  maintenance  of  the  system:  S  USC  301,  44  USC 
3101,  50  USC  Appendix  2253. 

Routine  uses  of  records  matatained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  which 
specific  employees  at  a  given  time  possess  clearance,  are  responsi¬ 
ble  for  locking  office  safes  and  the  DCPA  vault  (by  date),  and  who 
at  any  specific  time  is  charged  with  custody  of  one  or  more  clas¬ 
sified  documents,  and  to  take  any  required  action  including  transfer 
of  documents  in  and  out  of  DCPA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Stomge:  Cut  sheets  in  binder,  3x5  card  file,  printout,  classified 
douement  receipts  ,  e.g.,  sheets,  forms  62  safe  or  cabinet  security 
record. 

Retrievability:  Filed  alphabetically  by  name,  and  organizationally 
by  directorate  having  a  classified  document. 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Rctentioa  and  disposal:  Files  kept  for  5-years  after  final  decision, 
then  destroyed  if  no  longer  needed. 

System  maaagcr(s)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

-  Notlficatloa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  tD511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301 

Record  source  categories:  These  are  DCPA  self-generated  records. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
CSEC  3-4 

System  name:  DCPA  PER  3-4,  Classified  Clearances 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301 

Categories  of  indivMuais  covered  by  the  system:  Selected  DCPA 
employees  having  classified  clearances  for  access  to  compart- 
mented  intelligence  information,  the  National  Military  Command 
Center  and  its  alternates,  the  National  Military  Intelligence  Center, 
and  special  conferences  requiring  such  clearances. 


CategoriM  of  records  in  the  system:  Files  contain  tome  or  all  of 
the  foU^owing  information:  name,  social  security  account  number, 
date  and  place  of  birth,  height,  weight,  color  of  hair  and  eyes,  com- 
partmented  intelligence  billet  number  and  title,  categories  of  com- 
partmented  intelligence  and  other  classified  information  for  which 
access  has  been  approved  for  the  billet  and  for  the  individual,  date 
of  last  special  background  investigation  and  agency  conducting  it, 
justification  for  access  to  the  classes  of  information,  facilities  or 
conferences,  and  notation  of  Joint  Chiefs  of  Staff,  National  Milita¬ 
ry  Command  Center  (JCS/NMCC),  Defense  Intelligence  Agency 
(DIA).  courier  and  other  badges  or  credentials  applied  for  and 
received. 

Authority  for  maintenance  of  the  system:  5  USC  301,  44  USC 
3101,  50  USC  App  2253 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Information  is  used  to 
control  access  by  DCPA  personnel  to  particularly  sensitive  intel¬ 
ligence  and  operational  information,  facilities,  and  conferences.  In¬ 
formation  is  also  used  to  prepare  applications  for  credentials  for  ac¬ 
cess  to  the  NMCC,  National  Military  Intelligence  Center  (NMIC), 
Army  Operations  Center  (AOC)  for  DCPA  personnel  and  to  pro¬ 
vide  required  information  to  conference  and  exercise  sponsors  for 
DCPA  attendees. 

Polkict  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  including  notes,  computer  printouts  pro¬ 
vided  by  DIA  and  Department  of  the  Army  (DA),  and  xerox  copies 
of  applications  for  credentials,  stored  in  file  folders. 

Retrievability:  Names  are  listed  on  billet  rosters  by  billet  number 
and/or  title.  Other  records  are  on  cards,  one  or  more  cards  per  in¬ 
dividual. 

Safeguards:  Files  are  stored  in  a  locked  file  in  a  government 
building  with  security  guards. 

Retention  and  disposal:  Destroyed  when  superseded 

System  manager(s)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA  , 

Room  1D511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Agency  records 

Systems  exempted  from  certain  provisions  of  the  art:  None. 
eSHL  3 

System  name:  DCPA  SHL  3,  Summer  Hire 

System  location:  Defense  Civil  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301,  Computer 
Center.  Mailing  address  of  this  installation  is  set  out  in  a  DCPA 
directory  which  will  be  published  as  an  appendix  to  these  notices. 

Categories  of  individuals  covered  by  the  system:  College  students 
who  have  qualified  for  employment  in  the  DCPA  Summer  Hire  pro¬ 
gram  by  meeting  CiviT  Service  Commission  requirements  and  by 
completing  special  training  course. 

Categories  of  records  in  the  system:  File  contains  student’s  name, 
address,  telephone  number,  college,  age,  veteran’s  status.  Civil  Ser¬ 
vice  grade  and  rating,  work  area  preference,  drivers  license,  availa¬ 
bility  of  transportation  and  training. 

Authority  (or  maintenance  of  the  system:  5  USC  301,  44  USC 
3101,  50  USC  App.  2253 
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Routiac  •(  records  oiolotalacd  la  Ike  systea,  laclodtag  catego¬ 
ries  of  Bars  aad  Ike  purposes  of  sack  ases:  File  is  used  to  dcteraiine 
eliigability  and  to  select  students  for  employment  by  tke  U.S.  Army 
Corps  of  Engineers  in  the  Summer  Hire  prowam.  A  report  is  nsade 
to  the  Civil  Service  Commission  vrkkh  indicates  wlucb  students 
were  hired  and  which  were  not.  Matter  may  be  disclosed  to  Corps 
of  Engineers  and  to  contractors. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaiaksg, 
aad  disposing  of  records  la  the  system: 

Storage:  Questionnaires  are  kept  in  folders.  Data  cards  are  kept 
in  data  card  boxes.  Data  are  placed  on  magnetic  tape  for 
processing. 

Rctrievakility:  Questionnaires  are  filed  in  alphabetical  order.  Data 
cards  are  in  numerical  sequence.  Data  on  tape  are  retrievable  by 
work  area  preference. 

Safeguards:  Building  employs  security  guards.  All  records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Rctcatioa  aad  disposal:  Records  are  disposed  of  after  final  report 
is  submitted  to  the  Civil  Service  Commission,  usuaBy  at  the  end  of 
the  calendar  year. 

System  maangerfa)  aad  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Nottflcotlon  procodurs:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695*6498 

Record  accom  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  ID5II 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address.  Visits  are  limited  to  Manage¬ 
ment  Division,  DCPA,  Pentagon  BuOding,  Washington,  D.C.  20301. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification;  that  is,  drivers  license,  employing  office’s 
Identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Coatcstlag  record  procedures:  The  agency’s  rules  for  contesting 
contents  and  appeafi^  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  BuQding,  Washington, 
D  C.  20301. 

Record  source  categories:  Notice  of  Rating  from  the  Civil  Service 
Commission  and  appucation  of  employment. 

Systems  esempted  from  eertala  provisioas  of  the  aet:  None 
CTNC  3 

System  name:  DCPA  TNG  3,  Sute  and  Local  Civil  Preparedness 
Instructional  Program  (SLCPIP) 

System  locatlaau  Primary  system  located  at  Defense  Civd 
Pre^edaess  Agency  (DCPA)  Regions.  Addresses  arc  available  at 
DCPA  Staff  College.  Decentralized  system  located  with  State  and 
local  agencies  contractors  in  various  States  who  provide  input  to 
Regional  Offices.  Duplicate  data  is  forwarded  to  State  CD  Offices 
by  contractors  in  the  States  for  information  purposes  only.  Ad¬ 
dresses  of  contractors  and  State  CD  Offices  are  available  at  DCPA 
Regnal  Offices.  Limited  duplicate  data  is  located  at  DCPA  Staff 
CoOege,  Federal  Center,  Battle  Creek,  MI  49016. 

Categorim  of  hKHviduals  covered  by  the  systoa:  Individuals  in¬ 
clude  local  civil  preparedness  coordinators,  teachers,  school  ad¬ 
ministrators  and  local  officials  who  are  ia  need  of  civil 
preparedness  training 

Categories  of  records  in  the  system:  This  system  is  comprised  of  4 
reporting  forms  only  one  of  which  has  names.  These  are  forwarded 
from  the  contractors  at  the  State  level  to  the  Regional  Offices.  The 
form  with  names  is  DCPA  1 77 A  -SLCTPIP  Contractor’s  Roster.  This 
form  is  used  to  give  name,  address,  aad  title  of  participants  for 
each  course  or  workshop  conducted.  This  is  a  monthly  report  to  the 
Regions. 

The  Coatract^  Officer  (Regiim)  forwards  to  Staff  College  gross 
number  of  activities  and  participants.  The  Regions  maintain  the 
rosters.  The  number  of  activities  aad  participants  are  forwarded  to 
Staff  College  quarterly  from  each  Region  aad  are  then  consolidated 
and  forwarded  to  Headquarters. 


Authority  far  malatcaaacc  of  the  system:  44  USC  3101,  50  USC 
App.  2253,  2281. 

Routine  uses  of  records  majataiaed  In  the  system,  iacludhsg  catego¬ 
ries  of  asers  aad  the  parpoom  of  sack  uses:  Usod  by  the  conUactor 
to  report  to  the  contracting  officer  (Region)  his  progress  and  expen¬ 
ditures.  The  Regions  use  this  system  to  report  quarterly  to  Staff 
College,  progress  of  the  training  activities.  Staff  College  in  turn 
consolidates  all  eight  Region  reports  and  prepares  a  quarterly  report 
to  the  Director,  DCPA.  Names  of  students  and  data  from  these  re¬ 
ports  are  routinely  disclosed  to  State  and  local  governments. 

Policies  aad  practices  for  storing,  retrieving,  accemiag,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Paper  records  in  file  cabinets 

Retrievability:  Information  would  be  retrieved  by  name,  address, 
name  of  course,  date,  and  location. 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  aad  disposal:  Records  are  retained  in  active  file  for  one 
calendar  year  or  fiscal  year  or  until  contract  is  completed.  Records 
are  then  in  inactive  file  for  3-6  years  depending  on  program  and 
then  destroyed. 

System  manager(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D  C.  20301 

NotifkatioB  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  fuR  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  tndividua)  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  t^t  could  be 
verified. 

Contest  tag  record  procedures:  The  agency’s  rales  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Budding,  Washington, 
D.C.  20301. 

Record  source  categories:  The  source  for  information  on  partici¬ 
pants  in  a  course  is  forwarded  by  the  contractors  in  the  various 
States  as  he  conducts  training  activities  in  his  State. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
CTNG  8 

System  name:  DCPA  TNG  8,  DCPA  Form  1353,  AppI  for  Enroll¬ 
ment  in  Arch  &  Engr  Prof  Dev  Prog 

System  location:  Defease  Civil  Preparedness  Agency,  Headquar¬ 
ters  (DCPA),  The  Pentagon.  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
apply  for  DCPA  professional  development  courses:  Fallout  Shelter 
Analysis  (FSA);  Protective  Constroctioa  (PC),  Environmental  En¬ 
gineering  (EE),  Multiprotectioa  Design  (MDP)  aad  Shelter  Survey 
Technician  (SST). 

Categories  of  records  in  the  system:  Files  contain  course  appli¬ 
cant’s  name,  address,  date  of  birth,  education  and  status  of 
completion  in  the  course. 

Authority  for  majntrnance  of  the  system:  S  DSC  301,  44  USC 
3104,  50  USC  App.  2253 

Routine  uses  of  records  maintained  in  the  system,  indading  catego 
ries  of  users  and  the  purposes  of  such  ness;  File  is  used  to  ascertain 
qualifications  for  certification  as  Fallout  Shelter  Analyst  for  is¬ 
suance  of  appropriate  certificates  and  to  provide  directories  of 
architects  and  engineers  qualified  in  the  subject  matter  of  the 
professional  development  courses.  Also  to  provide  maihag  lists  for 
disseminating  new  information  as  appropriate. 

Policies  and  practices  lor  storing,  retefering,  accessing,  retaining, 
and  disposing  of  records  ia  the  system: 
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PRIVACY  ACT  ISSUANCES 


Stonicc:  Forms  arc  kept  io  loose-leaf  notebooks.  Some  of  the 
data  are  kept  on  computer  magnetic  tapes  for  processing  in  con¬ 
junction  with  dissemination  of  new  information. 

RctrlevabilUjr:  Filed  alphabetically  name  within  course  title 

Safcgnards:  All  records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained.  Headquarters  building  employs  security  guards  during  non¬ 
business  hours. 

Retention  nnd  disposal:  Files  are  considered  permanent 

Systens  managerts)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  proccdnre:  Information  may  be  obtained  from: 
Headquarteis,  DCPA 
Room  IDSII  ' 

Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D5II 
Pentagon  Building 
Washington,  D.C.  20301 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301 

Record  source  categories:  DD  Form  1353,  submitted  by  appli¬ 
cants. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
CTNG  t-1 

System  name:  DCPA  TNG  8-1  Qualified  Instructor  File 

System  location:  Defense  Civil  Preparedness  Agency,  Headquar¬ 
ters  (DCPA),  The  Pentagon  Building,  Washington,  D.C.  20301 . 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
instruct  DCPA  professional  development  courses.  Fallout  Shelter 
Analysis  (FSA);  Protective  Construction  (PC);  Environmental  En¬ 
gineering  (EE);  Multiprotection  Design  (MPD)and  Shelter  Survey 
Technician  (SST) 

Categories  of  records  in  the  system:  Files  contain  instructors 
name,  address,  date  of  birth,  educational  background,  current  em¬ 
ployment  status,  institutional  affiliation,  record  of  performance  and 
participation  in  the  DCPA  summer  institutes. 

Authority  for  maintenance  of  the  system:  5  DSC  301,  44  USC 
3101,  50  USC  App.  2253 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  mailing  ad¬ 
dresses  and  location  of  qualified  instructors  in  order  to  furnish 
them  the  latest  information  and  to  select  instructors  and  course 
directors  for  the  DCPA  professional  development  courses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Forms  are  kept  in  loose-leaf  notebooks.  Some  of  the 
data  are  kept  on  computer  magnetic  tapes  for  processing  in  con¬ 
junction  with  dissemination  of  new  information. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  All  records  are  maintained  in  areas  accessible  only  to 
authorized  personnel  who  are  properly  screened,  cleared  and 
trained.  Headquarters  building  employs  security  guards. 

Retentioa  and  disposal:  Files  are  considered  permanent 

System  maaager(s)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  ID51I 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 


Headquarters,  DCPA 
Room  1D5I1 
Pentagon  Building 
Washington,  D.C.  20301 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Contesting  record  procedures:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301 

Record  source  categories:  DD  Form  1353,  Application  for  Enroll¬ 
ment  in  Architects  and  Engineers  Professional  Development  Pro¬ 
gram,  submitted  by  instructors. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
CTNG  13 

System  name:  DCPA  TNG  13,  Student  Academic  and  Course 
Records,  DCPA  Staff  College 

System  location:  Registrar's  Office,  Defense  Civil  Preparedness 
Agency  (DCPA),  Staff  College,  Federal  Center,  Battle  Creek. 
Michigan  49011. 

DCPA  Headquarters,  all  DCPA  Regional  Offices,  Computer 
Center.  Mailing  addresses  of  these  installations  are  set  out  in  a 
DCPA  Directory  which  will  be  published  as  an  Appendix  to  these 
notices. 

Categories  of  individuals  covered  by  the  system:  Any  citizen  who 
applies  for  and  completes  resident  and  field  civil  preparedness 
training  conducted  under  the  auspices  of  the  Staff  College,  DCPA. 

Categories  of  records  in  the  system:  Files  contain  student  applica¬ 
tion  records  •  DCPA  435,  containing  name,  address,  education 
level,  civil  defense  courses  taken  and  where,  civil  defense  organiza¬ 
tion  and  program  affiliation,  civil  defense  title,  civil  defense 
telephone  number  and  length  of  civil  preparedness  service,  em¬ 
ployer,  business  title  and  business  telephone  number,  student  travel 
authorization  and  voucher  for  partial  expense  and  date  and  location 
of  course;  individual  training  records;  individual  and  business  file 
for  Staff  CoDege  Catalogs,  Information  Bulletins,  etc;  Career 
Development  individual  files;  photographs  with  identification; 
MOBDES  training  files;  Career  Development  directory;  Student 
Expense  files;  completed  Grant-in-Aid  forms;  State  recommenda¬ 
tions,  attendance  and  progress  reports,  student  locators,  and  related 
academic  documents. 

Authority  for  maintenance  of  the  system:  5  USC  301,  44  USC 
3101,  50  USC  App.  2253,  2281. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Staff  College  -  To  main¬ 
tain  individual  training  records;  to  compile  regional.  State, 
headquarters,  military  training  data  for  administrative  purposes 
such  as  budget  requirements,  repUes  to  congressional  inquiries,  in¬ 
ternal  reporting  and  performance  statistics.  Program  Reports,  and 
transmitt^  of  satisfactory  course  completions  to  State  and  local 
governments. 

Regions  •  To  maintain  up-to-date  statistics  of  Staff  College  gradu¬ 
ates  assigned  to  regional  jurisdictions  and  to  inform  States  and 
local  governments. 

Stqjes  -  To  maintain  up-to-date  statistics  of  Staff  College  gradu¬ 
ates  assigned  to  State  and  local  jurisdictions. 

Headquarters,  Office  of  Comptroller,  Accounting  Division  -  To 
record  and  obligate  funds  for  students  attending  Staff  College  cour¬ 
ses  and  forward  records  to  U.S.  Army  Finance  and  Accounting  Of¬ 
fice,  U.S.  Military  District  of  Washington,  for  payment  purposes. 

Computer  Center  •  To  prepare  ADP  douements  relating  to  stu¬ 
dent  participation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  and  3x5  cards  in  file 
drawer. 

Retrievability:  3x5  locator  alphabetical;  academic  records 
chronologicaUy  by  course  title;  and  travel  authorizations  and 
vouchers  by  fiscal  year  and  State. 

Safcgnards:  Budding  employs  security  officers.  Doors  are  open 
only  during  business  hours.  Records  are  maintained  in  areas  ac¬ 
cessible  only  to  authorized  personnel. 
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Rctcadoa  u4  dfaposal:  Records  ere  permanent.  Course  folders 
retained  in  active  file  until  course  is  completed,  held  20  years  in  in¬ 
active  file  and  subsequently  transferred  to  Records  Center; 
destroyed  after  40-years. 

System  maaagcr(s)  and  addrcm:  Director,  DCPA,  The  Pentagon. 
Washington,  D.C.  20301. 

Notification  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D511 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  fuU  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

CoaUstlag  record  proccdarcs:  The  agency's  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Building,  Washington, 
D.C.  20301 

Record  source  categories:  Education  Institution.  DCPA  Staff  Col¬ 
lege.  records  derived  from  student  applications  and  academic 
records. 

Systcam  eaempted  from  certala  provlsloas  of  the  act:  None 
CTNG  14 

System  aame:  DCPA  TNG  14,  Home  Study  Courses,  DCPA  Staff 
College 

System  lacatloa:  Defen  Civil  Preparedness  Agency  (DCPA) 
Staff  College,  Federal  Center,  Battle  Creek.  MI  49016 

DCPA  Computer  Center,  Olney,  MD 

DCPA  Headquarters  and  Regnal  Offices 

Mailing  addresses  of  these  installations  are  set  out  in  a  DCPA 
Directory  which  wiD  be  published  as  an  Appendix  to  these  notices. 

Categories  of  ladlvldaals  covered  by  the  system:  Any  citizen  who 
desires  to  further  his  knowledge  of  Civil  I^paredness  in  general, 
basic  concepts  of  radiological  monitoring,  the  duties  of  a  local  Civil 
Defense  Director/Coordinator,  or  the  duties  of  a  Shelter  Manager, 
is  eligible  for  these  courses. 

Categories  of  records  la  the  system:  File  includes  individual  appli¬ 
cation  forms,  group  enrollment  forms,  group  completion  forms,  key 
punch  cards  and  related  computer  printout  indicating  home  study 
entry,  progress,  grades  and  completion,  correspondence  and  related 
academic  documents. 

Authority  for  malatcBaace  of  the  system:  S  USC  301,  44  USC 
3101,  SO  USC  App.  2253,  2281. 

Roatlae  uses  of  records  malataincd  la  the  system,  lacladlag  catego¬ 
ries  of  users  and  the  purposes  of  sack  uses:  Michigan  Technological 
University  (MTU)-Key  punch  cards  to  enter  applicant  into  home 
study  system  and  to  release  home  study  materials  to  applicants, 
and  to  forward  certificates  to  applicants  who  successfully  complete 
a  course.  Also  used  to  prepare  statistical  report  for  DCPA  Staff 
College. 

DCPA  Computer  Center-use  key  punch  cards  to  establish  prin¬ 
tout  including  name,  address,  student  number,  numerical  grade  for 
each  course  unit,  date  of  completion  of  each  course  unit  and  final 
grade  and  date  of  course  completion.  DCPA  Computer  Center  pro¬ 
vides  printouts  for  MTU,  Staiff  college,  DCPA  Regions  and  State 
CD  Offices. 

DCPA  Staff  College-to  respond  to  student  inquiries  relating  to 
completion  dates,  requests  for  military  reserve  retirement  credits 
and  requests  for  certificates  of  completion  that  were  awarded  but 
did  not  arrive  for  the  student.  Uses  MTU  prepared  statistics  to 
prepare  annual,  quarterly  and  monthly  reports  for  Director,  DCPA. 
Provides  course  completion/progress  data  to  State  and  local  govern¬ 
ments. 

DCPA  Regional  Offke-the  DCPA  Regions  use  the  printout  to 
measure  training  progress  in  the  Region.  The  Regions  also  provide 
each  State  CD  Office  with  monthly  printouts  of  home  study  activi¬ 
ty  and  completions. 


State  CD  Offices-use  the  printouts  to  schedule  more  advanced 
training  for  students  who  have  completed  basic  civil  preparedness 
instruction  through  home  study  courses. 

Policies  and  practices  for  storiag,  retrieviag,  accessing,  retaining, 
and  disposlBg  of  records  in  the  system: 

Storage:  DCPA  Computer  Center  stores  records  on  computer 
magnetic  tapes  or  disks.  DCPA  Staff  College,  DCPA  Regions, 
MTU  and  State  CD  Offices  store  printouts  of  records  as  developed 
and  forwarded  by  DCPA  Computer  Center. 

Retrlevabilhy:  Information  is  accessed  or  retrieved  by  name  and 
address  or  Student  Number. 

Safeguards:  Building  employs  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Rctcatioa  and  disposal:  All  Home  Study  records  at  DCPA  Staff 
College  are  destroyed  after  6-years.  Home  Study  records  held  by 
DCPA  Regions,  Michigan  Tech  University  and  State  CD  Offices 
are  destroyed  when  obsolete,  superseded  or  no  longer  needed. 

System  managerfs)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301. 

Natificatloa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters,  DCPA 
Room  1D51I 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  fuU  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Caatastlag  record  proccdarcs:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington. 
D.C.  20301. 

Record  source  categories:  Application  form  completed  and  sub¬ 
mitted  by  applicant  for  DCPA  Home  Study  courses. 

Systems  exempted  from  ccriaia  provIsioBS  of  the  act:  None 
CWNG  M 

System  aaaic:  DCPA  WNG  2-1 ,  List  of  custodians  of  Decision  Info 
Sys  (DIDS)  Radio  Receivers 

System  locatloB:  Defense  CivO  Preparedness  Agency  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  and  at  Office  of 
U.S.  Army  Communications  Command  (USACC-CONUS),  Facility 
Chiefs  at  DCPA  Regions  One.  Two  and  Three.  Mailing  addresses 
of  these  installations  are  set  out  in  a  DCPA  directory  which  will  be 
published  as  an  appendix  to  these  notices. 

Categories  af  hidlvIdBals  covered  by  the  i^stem:  Selected  military 
officers.  Federal  agency  personnel  and  officials  and  key  personnel 
of  emergency  services  of  governments  at  State,  county  and  local 
level. 

Categories  af  records  la  the  dystem:  A  property  accountability  and 
operational  location  listing  for  DIDS  radio  receivers  used  for  civil 
defense  purposes.  It  contains  custodian’s  name,  address,  type 
facility  of  location,  job  title  and  telephone  number. 

Antbority  for  mainteaaacc  of  the  system:  5  USC  301,  44  USC 
3101,  50  USC  App.  2253,  2281. 

Roatlae  ases  of  records  maintained  hi  the  system,  Inclndlag  ntego- 
ries  of  users  and  the  purposes  of  sach  ases:  The  list  of  custodians 
maintains  property  accountability.  It  also  provides  base  to  obtain 
statistical  information  as  to  what  kind  of  operational  locations  or 
other  installations  are  associated  with  the  radio  receivers.  Provides 
a  base  for  obtaining  operational  information  on  receiver  operations 
by  soliciting  the  custodians.  Determines  exact  location  of  receivers 
in  need  of  maintenance. 

PalidM  aad  practices  for  storiag,  retrieving,  accemlag,  retaining, 
and  disposlag  of  records  la  the  system: 

Storage:  Paper  records  kept  in  file  cabinet ' 

Rctrievabillty:  List  is  by  name  of  individual  and  location 
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Saftfvards:  BuiMinc  eaiployt  security  guards.  Records  are 
retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Rcicntlaa  and  dlspiwsl:  Records  are  kept  so  long  as  person  listed 
is  custodian  of  a  DIDS  radio  receiver;  when  receiver  is  given  up. 
name  is  removed  from  list. 

System  managerts)  and  address:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301 

Notifkatioa  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/69S-6496 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Headquarters.  DCPA 
Room  IDSII 
Pentagon  Building 
Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification:  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Coatestlag  recard  procedures:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA,  Pentagon  Building,  Washington, 
D  C.  20301. 

Record  source  categories:  The  individual  custodians 
Systems  csempted  from  certain  provisions  of  the  act:  None 
CWNG  3 

System  name:  DCPA  WNG  3,  Decision  Info  Distribution  Sys 
(DIDS)  Volunteers 

System  location:  Defense  Civil  Preparedness  Agency,  Headquar¬ 
ters  (DCPA),  The  Pentagon,  Washington,  D.C.  20301. 
j  Categories  of  individuals  covered  by  the  system:  Long  Wave  Band 

I  Radio  Volunteer  Listeners 

Categories  of  records  in  the  system:  Name  and  address  of  Volun¬ 
teer  Radio  Listeners,  volunt^  submitted  critique  of  technical 
quality  of  (DIDS)  radio  transmissions 

I  Authority  for  maintenance  of  the  system:  S  USC  301,  44  USC 

3101,  50  use  App.  2253,  2281. 

I  Routine  uses  of  records  maintained  in  the  system,  including  catego- 

I  rles  of  users  and  the  purposes  of  such  uses:  Verify  signal  propagation 

I  characteristics,  of  DIDS  Radio  Transmissions.  Each  report  is  a  data 

I  point. 

I  ^  Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 

and  disposing  of  records  in  the  system: 

Storage:  Paper  record  in  file  folder,  3x5  cards  in  index  boxes 
Retrievahility:  Cards  filed  alphabetically  by  name 
Safeguards:  Building  employs  security  guards.  Records  are 
*  retained  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Files  kept  for  duration  of  technical  analy¬ 
sis  of  radio  transmission,  then  destroyed. 

System  maaager(s)  and  addrem:  Director,  DCPA,  The  Pentagon, 
Washington,  D.C.  20301. 

NotUkntlon  procedure:  Information  may  be  obtained  from: 
Headquarters,  DCPA 
Room  1D51I 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6498 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to. 

Headquarters,  DCPA 
Room  1D511 
Pentagon  Building 
Washington.  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  current  address. 


For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified. 

Cnntisting  record  proc^nres:  The  agency’s  rules  for  contesting 
contents  and  appealing  initial  determinations  may  be  obtained  from 
Management  Division,  DCPA.  Pentagon  Building,  Washington, 
D.C.  20301. 

Record  source  categories:  Voluntary  request  for  QSL  card  from 
Radio  Listeners. 

Systems  exempted  from  certain  provtelens  of  the  net:  None 


DEFENSE  CIVIL  PREPAREDNESS  AGENCY 
OFFICES 

Defense  Civil  Preparedness  Agency  (DCPA)  Headquarters,  The 
Pentagon,  Washington,  D.C.  20301 

DCPA  REGION  ONE.  Federal  Regnal  Center,  Maynard.  MA 
01754.  Serves:  Connecticut,  Maine,  Massachusetts,  New 
Hampshire,  New  Jersey.  New  York,  Rhode  Island,  Vermont,  Puer¬ 
to  Rico,  Virgin  Islands 

FIELD  OFFICE.  26  Federal  Plaza.  New  York.  N.Y.  10007. 

Serves:  New  Jersey.  New  York 

DCPA  REGION  TWO,  Federal  Regional  Center,  Olney,  MD 
20832.  Serves:  Delaware,  District  of  Columbia,  Maryland,  Pennsyl¬ 
vania,  Virginia.  West  Virginia 

DCPA  REGION  THREE,  Federal  Regional  Center,  Thomasville, 
GA  31792.  Serves:  Alabama,  Florida,  Georgia,  Kentucky,  Missis¬ 
sippi,  North  Carolina,  South  Carolina,  Tennessee.  Canal  Zone 

DCPA  REGION  FOUR.  Federal  Center.  BatUe  Creek.  MI  49016. 
Serves:  Illinois,  Indiana.  Michigan,  Minnesota,  Ohio,  Wisconsin 

DCPA  REGION  FIVE,  Federal  Regional  Center,  Denton,  TX 
76201.  Serves:  Arkansas,  Louisiana,  New  Mexico,  Oklahoma, 
Texas 

DCPA  REGION  SIX,  Federal  Regional  Center,  Bldg  710, 
Denver,  CO  80225.  Serves  Colorado,  Iowa,  Kansas,  Missouri, 
Montana.  Nebraska,  North  Dakota,  South  Dakota,  Utah,  Wyoming 
FIELD  OFFICE.  1125  Grand  Ave.,  Kansas  City,  Mo.  64106. 

Serves:  Iowa,  Kansas,  Missouri,  Nebraska 
\ 

DCPA  REGION  SEVEN,  P.O.  Box  7187,  Santa  Rosa.  CA  95401. 
Serves:  Arizona,  California,  Hawaii,  Nevada.  American  Samoa, 
Guam 

DCPA  REGION  EIGHT,  Federal  Regional  Center.  BotheU.  WA 
98011.  Serves:  Alaska.  Idaho,  Oregon.  Washington 

DCPA  STAFF  COLLEGE.  Federal  Center.  BatUe  Creek.  MI 
49016 


DCPA  COMPUTER  CENTER.  Federal  Regional  Center.  Olney, 
MD  20832 

DCPA  RELOCATION  SITE,  DCPA  Em^ency  OperaUons 
Field  Office  Liaison,  Room  125,  Executive  Office  Building  Annex, 
Washington,  D.C.  20405 


OFnCE  OF  THE  SECRETARY  OF 
DEFENSE 


HOW  SYSTEMS  OF  RECORDS  ARE  ARRANGED.  The  Office 
of  the  Secretary  of  Defense  (OSD),  a  Component  of  the  Depart¬ 
ment  at  Defense,  is  located  in  the  Penta^n.  In  providing  im¬ 
mediate  staff  assistance  and  advice  to  the  Secretary  of  Defense,  in- 
dependenUy  organized  and  identified  offices  function  in  full  coor- 
dinaUon  and  cooperation.  Therefore,  the  Office  of  the  Secretary  of 
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Defense  systems  of  records  are  not  maintained  or  arranged  by  sub¬ 
ject  but  established  in  functional  areas  of  a  particular  responsible 
staff  office.  The  Office  of  the  Secretary  of  Defense  includes  the  of¬ 
fices  of  the  Director  of  Defense  Research  and  Engineering,  nine 
Assistant  Secretaries  of  Defense,  the  General  Counsel,  and  such 
other  staff  offices  as  the  Secretary  of  Defense  establishes  to  assist 
him  in  carrying  out  his  duties  and  responsibilities. 

HOW  TO  USE  THE  INDEX  GUIDE.  To  assist  the  reader  in 
locating  and  reviewing  the  particular  record  system  of  interest,  the 
various  staff  offices  and  the  prefix  letter  symbols  represented  as 
part  of  the  record  system  identification  for  that  office  are  set  forth 
below  as  an  index  guide. 

OSD  OFFICES  LETTER 

IDENTIFICATION 

Office  of  the  Assistant  to  the  Secretary  of  Defense  (Atomic 
Energy)  DAE 

Office  of  the  Special  Assistant  to  the  Secretary  and  Deputy 
Secretary  of  Defense  DATSD 

Office  of  the  Assistant  Secretary  of  Defense 
(Comptroller)  DCOMP 

Office  of  the  Director  of  Defense  Research  and 
Engineering  DDD&E 

Office  of  the  General  Counsel  DCKT 

'  Office  of  the  Assistant  Secretary  of  Defense  (Health  and 

Environment)  DH&E 

Office  of  the  Assistant  Secretary  of  Defense  (Installations  and 
Logistics)  DIAL 

Office  of  the  Assistant  Secretary  of  Defense  (International 
Security  Affairs)  DISA 

Office  of  the  Assistant  Secretary  of  Defense  (Intelligence)  DI 

Office  of  the  Assistant  Secretary  of  Defense  (Legislative 
Affairs)  DLA 

Office  of  the  Assistant  Secretary  of  Defense  (Manpower  and 
Reserve  Affairs)  DM&RA 

Directorate  of  Health  Service  (OCHAMPUS),  DoD  DOCHA 

Office  of  the  Assistant  Secretary  of  Defense  (Public 
Affairs)  DPA 

Office  of  the  Assistant  Secretary  of  Defense  (Program 
Analysis  and  Evaluation)  DPAAE 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  exp^tious  service 
when  requesting  a  recor4  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifically  stated  other¬ 
wise  within  a  particular  record  system.  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  recoid  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 

ROUTINE  USE  •  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law.  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 


issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy.  whether  federal,  state,  local  or  foreign,  chairged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementirtg  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  •  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearaitce,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  •  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975, 
will  be  disclosed  to  the  (Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A- 19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  •  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A'  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclos^  to  foreign  law  enforcement,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  Department  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  whkh  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  •  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
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Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  •  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


DAEOl 

System  name:  Office  Social  Roster  and  Locator  Card. 

System  lecntion:  Primary  System-Office  of  the  Assistant  to  the 
Secretary  of  Defense  (Atomic  Energy).  Washington,  DC  20301. 

Categories  el  individuals  covered  by  the  system:  Any  individual, 
either  military  or  civilian,  directly  assigned  to  the  Office  of  the 
Assistant  to  the  Secretary  of  Defense  (Atomic  Energy). 

Categories  of  records  in  the  system:  Data  includes  home  addresses 
and  telephone  numbers  and  names  of  spouses. 

Authority  for  maiatcaance  of  the  system:  Title  10.  US  Code.  Sec- 
tioa  133 

Rootinc  BSCS  of  records  maiataiaed  ia  the  system,  iaclading  catego¬ 
ries  of  Beers  aad  the  purposes  of  such  aaes:  Purposes-To  provide 
means  of  emergency  communication  with  assigned  individuals  when 
required  and  loassist  office  personnel  planning  social  functions. 

Policies  aad  practices  lor  storiag.  retrieviag.  accessiag,  rctaiaing. 
aad  disposing  of  records  ia  the  system: 

Storage:  None.  Each  assigned  individual  given  one  copy. 

Retricvabillty:  None. 

Safeguards:  Treated  strictly  as  official  office  use  and  need  to 
know. 

Reteatioa  and  disposal:  By  each  individual  privately  until  super¬ 
seded  at  which  time  old  roster  is  destroyed. 

System  maaagerfs)  aad  addrem:  Office  of  the  Assistant  to  the 
Secretary  of  Defense  (Atomic  Energy). 

Notificatioa  procedure:  Written  reqqests  for  information  should 
be  addressed  to  the  SYSMANAGER. 

Personal  visits  are  directed  to  Room  3E1074.  Pentagon.  Washing¬ 
ton.  DC.  Vahd  proof  of  identity  is  required. 

Record  aceem  procedures:  Procedures  for  gaining  access  by  an  in¬ 
dividual  may  be  obtained  from  the  following: 

Executive  Assistant  to  the  ATSD(AE). 

Room  3E1074 
Pentagon  Building. 

Washington.  DC  20301. 

Telephone:  AC  202-697-5561. 

Coniestlag  record  procedures:  The  agency’s  rule  for  access  to 
records  and  for  cont  ting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Voluntarily  submitted. 

Systems  exempted  from  certain  proviaioBS  of  the  act:  None 
DAE02 

System  name:  03-3  and  03-4  Individual  Personnel  Files.  03-lb  Con¬ 
sultants  Files 

System  locatioo:  Primary  System-Office  of  the  Assistant  to  the 
Secretary  of  Defense  (Atomic  Energy).  Washington,  DC  20301 

Categories  of  iadlvidaals  covered  by  the  system:  Any  individual, 
either  military  or  civilian,  directly  assigned  to  the  Office  of  the 
Assistant  to  the  Secretary  of  Defense  (Atomic  Energy). 

Categories  of  records  la  the  system:  Data  includes  assignment  or¬ 
ders,  clearance  requests,  records  of  leave  and  TDY  and,  in  limited 
caseseducational  background,  military  service  (if  any),  and  financial 
data  strictly  limited  to  government  employment. 

Authority  (or  mafatcBaace  of  the  system:  Title  10,  US  Code,  Sec¬ 
tion  133 

Roatiac  asca  of  records  maiataiaed  in  the  system,  iaclading  catego- 
rtm  of  users  and  the  purposes  of  such  uses:  Purpose-To  facilitate 


processing  of  incoming  personnel  and  to  maintain  personnel  records 
at  the  discretion  of  the  individual  concerned. 

Policies  and  practices  for  storiag,  retrieviag,  accessing,  retaialng, 
aad  diaposiBg  at  records  ia  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Files  alphabetically  by  name. 

Safeguards:  Stored  in  locked  metal  Lektriever  inside  an  alarmed 
vault. 

Reteatioa  aad  disposal:  During  the  entire  assigiunent  of  the  in¬ 
dividual  which,  upon  departing,  the  individual  reviews  his/  her  file, 
retrieves  material  he/she  desires  to  keep,  and  the  remaining  materi¬ 
al  is  destroyed  by  pulping. 

System  maaagerts)  and  address:  Office  of  the  Assistant  to  the 
Secretary  of  Defense  (Atomic  Energy). 

NotificatioB  procedure:  Written  requests  for  information  should 
be  addressed  to  the  SYSMANAGER. 

Personnel  visits  are  directed  to  Room  3EI074,  Pentagon, 
Washington,  DC.  Valid  proof  of  identity  isrequired. 

Record  accem  procedures:  Procedures  for  gaining  access  by  an  in¬ 
dividual  may  be  obtained  from  the  following; 

Executive  Assistant  to  the  ATSD(AE) 

Room  3E1074. 

Pentagon  Building. 

Washington,  DC  20301. 

Telephone:  AC  202-697-5561. 

Contesting  record  procedures:  The  agency’s  rule  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  OSD  Military  and  Civilian  Personnel 
Branches  and  also  voluntarily  submitted. 

Systems  exempted  from  certain  provisioiM  of  the  act:  None. 

DATSDOl 

System  name:  Files  of  Personnel  Evaluated  for  Presidential  Support 
Duties 

System  locatioo:  Primary  System-Office  of  the  Special  Assistant 
to  the  Secretary  and  Deputy  Secretary  of  Defense,  Washington, 
DC  20301 

Decentralized  Segments-Designated  security  offices  within  OSD. 
OJCS,  the  Services,  and  service  units  having  Presidential  support 
duties 

Categories  of  fodividuals  eovered  by  the  system:  Active  duty  mili¬ 
tary  personnel.  DoD  civilian  employees,  and  DoD  contractor  per¬ 
sonnel  nominated  for  assignment  to  Presidential  support  duties 

Categories  of  records  la  the  system:  Nomination  files  of  personnel 
nominated  fw  assignment  to  Presidential  support  duties.  Files  in¬ 
clude  reports  of  background  investigations  conducted  by  the 
Defense  Investigative  Service  or  other  federal  government  agen¬ 
cies,  medical  and  commander’s  evaluations,  and  a  forwarding 
memorandum  from  the  originating  agency  summarizing  the  case 
and  making  recommendations. 

Quarterly  reports  of  personnel  within  the  Presidential  support 
program  submitted  by  each  agency  involved  in  the  program.  Re¬ 
ports  contain  two  parts,  an  alphabetical  listing  of  those  persons  cur¬ 
rently  approved  for  Presidential  support  and  an  alphabetical  listing 
of  those  persons  terminated  during  the  current  quarter. 

Card  ffle  of  all  personnel  (active  and  inactive)  in  the  Presidential 
support  program.  Card  includes  name,  grade.  Social  Security 
Number,  organization,  dates  of  investigations,  and  the  dates  of  for¬ 
warding  action  from  the  Office  of  the  Special  Assistant  to  the 
Secretary  and  Deputy  Secretary  of  Defense,  to  the  Military 
Assistant  to  the  President,  and  then  back  to  the  originating  agency. 

Aathority  (or  maiatcaance  of  the  syatem:  Title  10,  US  Code,  Sec¬ 
tion  133 

Roatiac  uses  of  records  maintaiacd  ia  the  system,  focladiag  catego¬ 
ries  of  users  aad  the  purpooca  of  such  uses:  Nomination  files  are  col¬ 
lected  to  evaluate  the  background,  character,  and  qualifications  of 
persons  nominated  for  assignment  to  Presidential  support  duties. 
Files  are  reviewed  within  the  Office  of  the  Special  Assistant  to  the 
Secretary  and  Deputy  Secretary  of  Defense,  forwarded  to  the  Mili¬ 
tary  Assistant  to  the  President,  returned  to  the  Office  of  the  Spe¬ 
cial  Assistant  to  the  Secret:^  and  Deputy  Secretary  of  Defense, 
and  then  returned  to  the  originating  agency. 
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Quarterly  reports  are  required  to  iaaure  that  only  those  persons 
who  have  been  properly  cleared  are  utilized  in  the  Residential  sup¬ 
port  program.  Reports  are  received  in  two  copies,  one  is  retained  in 
the  Office  of  the  Special  Assistant  to  the  Secretary  and  Deputy 
Secretary  of  Defense,  and  one  is  forwarded  to  the  Mflhary 
Assistant  to  the  President. 

Card  files  provide  a  complete  reference  capability  of  all  person¬ 
nel  involved  in  the  Presidential  support  program.  They  are  used  to 
identify  the  unit  of  assignment  of  each  individual  and  to  provide  a 
cross-reference  to  the  dates  that  the  corresponding  nomination  file 
was  acted  upon.  From  these  dates,  the  appropriate  forwarding 
memorandum  can  be  located. 

PoUdes  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  dispoalag  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders;  cards  in  card  files. 

RetrlevaUlity:  Nomination  folders  are  not  filed  by  the  Office  of 
the  Special  Assistant  to  the  Secretary  and  Deputy  Secretary  of 
Defense. 

Quarterly  reports  are  filed  according  to  the  originating  agency. 

Card  files  are  filed  alphabetically  by  last  name  of  individual  con¬ 
sidered  for  Presidential  support  duties. 

Safeguards:  Nomination  folders  are  afforded  appropriate  clas¬ 
sified  protection  at  all  times  and  stored  in  safes  authorized  for 
storage  of  material  up  to  Top  Secret. 

Quarterly  reports  are  afforded  appropriate  classified  protection  at 
all  times  and  stored  in  safes  authorized  for  storage  of  material  -up 
•o  Top  Secret. 

Card  files  are  stored  in  metal  file  cabinets  in  a  locked  room. 

AD  records  are  accessible  only  to  authorized  personnel,  who  are 
properly  trained  and  cleared  on  a  strict  need-to-know  basis. 

Rcteatloa  and  dfspaaal:  Nomination  files  are  returned  to  origina¬ 
tor  upon  selection/non-selection. 

Quarterly  reports  are  retained  for  six  months  and  then  destroyed. 

Card  files  are  maintained  during  the  entire  period  an  individual  is 
clMred  in  the  program;  inactive  cards  are  maintained  at  least  five 
years  after  termination. 

System  managerfs)  aad  addrem:  Office  of  the  Special  Assistant  to 
the  Secretary  and  Deputy  Secretary  of  Defense,  Washington,  D.C. 
20301. 

Netificatloa  precednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Office  of  the  Special  Assistant  to  the  Secreta^  and 
Deputy  Secretary  of  Defense,  Washington,  D.C.  20301.  Visits  are 
limited  to  the  Office  of  the  Special  Assistant  to  the  Secretary  and 
Deputy  Secretary  pf  Defense. 

Written  requests  for  information  should  contain  the  full  name  of 
individual.  Social  Security  Number,  and  unit  of  assignment  within 
the  Presidential  support  program. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  military  identifica¬ 
tion  card,  or  civilian  employee  or  building  access  identification 
card. 

Record  aceem  procedures:  Procedures  for  gaining  access  by  an  in¬ 
dividual  may  be  obtained  from  the  following: 

Military  Assistant  to  the  Special  Assistant  to  the  Secretary  and 
Deputy  Secretary  of  Defense 
Room  3E941 
Pentagon  Building 
Washington.  D.C.  20301 
Telephone:  Area  Code  202/695-0028 

Cealestlag  record  procedures:  The  Office  of  the  Special  Assistant 
to  the  Secretary  and  Deputy  Secretary  of  Defense  may  be  con¬ 
tacted  for  rules  for  access  and  contesting  contents  of  records  and 
appealing  initial  determinations  by  the  individual. 

Record  source  categories:  Nomination  files  are  submitted  by  the 
agency  at  which  the  individual  is'  nominated  for  assignment  to  Pre¬ 
sidential  support  duties. 

Quarterly  reports  are  submitted  by  each  agency  with  a  Pre¬ 
sidential  support  mission. 

Card  files  are  originated  in  the  Office  of  the  Special  Assistant  to 
the  Secretary  and  Deputy  Secretary  of  Defense,  extracting  per¬ 
tinent  information  from  the  nomination  folders. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
DATSD02 

System  name:  Files  of  Periodic  Management  Assessments  of  certain 
Key  Management  Personnel  and  in  DoD 


System  location:  Primary  Office  -  Office  of  the  Special  Assistant 
to  the  Secretary  and  Deputy  Secretary  of  Defense,  Washington, 
D  C.  20301 

CaSegarlea  at  individnals  covered  by  the  system:  Active  Pre¬ 
sidential  appointees  in  the  three  Services  (Assistant  Secretaries  and 
equivalents)  and  Deputy  Assistant  Secretaries  or  equivalents  in  the 
Office  of  the  Secret^  of  Defense. 

Categories  of  records  in  the  system:  Brief  descriptive  statements 
of  how  wen  the  individual  is  carrying  out  assigned  function  and 
meeting  management  objectives. 

Aalbority  for  maintenance  of  the  system:  Title  10.  US  Code,  Sec¬ 
tion  133 

Rontiac  aacs  of  records  maiataiaed  ha  the  system,  iacladiag  calcgo- 
rica  of  nsars  aad  the  parpoacs  af  such  aacs:  Files  are  developed  for 
specific  use  of  Secretary  or  Deputy  Secretary  of  Defense  to  assist 
them  in  performing  internal  management  responsibilities.  Purpose  is 
to  enable  them  to  gauge  how  well  key  management  personnel  are 
performing,  particularly  those  with  whom  they  may  not  have  day  to 
day  access. 

Polkica  aad  practices  for  storing,  retrieving,  accessing,  rctaiaiag, 
aad  diapoaing  of  records  ia  the  system: 

Storage:  Paper  records  in  file  folders. 

RctrlcvabiHly:  File  folders  filed  by  Service  or  Office  of  the 
Secretary  of  Elefense  function. 

Safe^ards:  Files  are  protected  at  all  times  and  stored  in  safe 
authorized  for  storage  material  up  to  top  secret.  Records  are  ac¬ 
cessible  only  to  authorized  personnel  in  the  Office  of  the  Special 
Assistant  and  to  the  Secretary  and  Deputy  Secretary  of  Defense. 

Retentioa  and  dispoaal:  Active  files  retained  during  tenure  of 
Secretary  aad  Deputy  Secretary.  Files  wiU  then  be  destroyed. 

System  maaagcr(s)  aad  address:  Office  of  the  Special  Assistant  to 
the  Secretary  and  Deputy  Secretary  of  Defense. 

Natlflcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Office  of  the  Special  Assistant  to  the  Secretary  and 
Deputy  Secretary  of  Defense,  Washington,  D.C.  20301.  Visits  are 
limited  to  the  Office  of  the  Special  Assistant  to  the  Secretory  and 
Deputy  Secretary  of  Defense. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  social  security  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  building  access 
iden^ication  card,  etc. 

Record  access  procedures:  Procedures  for  gaining  access  by  an  in¬ 
dividual  may  be  obtained  from  the  following: 

'The  Special  Assistant  to  the  Secretary  and  Deputy  Secretory  of 
Defense 
Room  3E921 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/695-6705 

Contesting  record  procedures:  The  Office  of  the  Special  Assistant 
to  the  Secretory  of  Defense  may  be  contacted  for  rules  for  access 
and  contesting  contents  of  records  and  appealing  initial  determina¬ 
tions. 

Record  source  categories:  Activity  files  are  originated  in  the  Of¬ 
fice  of  the  Special  Assistant  to  the  Secretary  and  Deputy  Secretary 
of  Defense  by  personal  interviews  with  Service  Secretaries  and 
Under  Secretaries  and  Assistant  Secretaries  of  Defense,  or 
equivalents. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DATSD«3 

System  name:  Files  of  Personnel  Evaluated  for  Non-Career  Em¬ 
ployment  in  DoD 

System  location:  Primary  Office  -  Office  of  the  Special  Assistant 
to  the  Secretary  and  Deputy  Secretary  of  Defense,  Washington, 
D.C.  20301. 

Categories  of  individuals  covered  by  the  system:  Active  and  inac¬ 
tive  non-career  employees  within  DoD.  personnel  within  and  out¬ 
side  DoD  seeking  non-career  employment,  consultants  or  members 
of  committees  employed  within  DoD. 

Categories  of  records  in  the  system:  Personnel  files  consist  of 
resumes,  forwarding  correspondence  between  internal  offices 
within  DoD,  transmittal  correspondence  from  individuals,  industry, 
other  departments  and  agencies,  and  the  Executive/Legislative 
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Branch  of  the  Federal  government.  Correspondence  consists  of 
requests  for  employment  or  recommendations  of  others  for  employ* 
ment  for  non-career  positions,  and  memoranda  confirming 
telephonic  queries. 

Card  files  consist  of  DoD  consultants  or  members  of  committees, 
home  and  business  addresses,  and  approval  dates. 

Anthority  lor  asaintcnancc  of  the  system:  Title  10,  US  Code,  Sec¬ 
tion  133 

Rondne  nscs  of  records  maintained  in  the  system,  inclndiag  catego¬ 
ries  of  nsers  and  the  purposes  of  snch  nscs:  Files  are  collected  to 
evaluate  the  qualifications  of  persons  requesting  non-career  em¬ 
ployment  or  persons  who  have  been  recommended  by  others  for 
non-career  employment  within  DoD.  Files  are  reviewed  from  time 
to  time  in  searching  for  qualified  candidates  for  non-career  execu¬ 
tive  level  positions  within  DoD.  Files  are  reviewed  by  authorized 
personnel  within  the  immediate  Office  of  the  Secretary  of  Defense, 
and  other  executive  level  offices  of  the  DoD  Files  of  candidates  are 
sent  to  the  White  House  for  clearance  of  non-career  posiiions.  Files 
of  current  non-career  employees  are  sent  to  the  White  House  for 
review  from  time  to  time  for  consideration  for  other  possible  em¬ 
ployment. 

Card  files  are  used  to  record  an  employee's  consultantships  or 
memberships,  home  and  business  addresses,  and  dates  of  approval. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  re<^ds  fas  the  system: 

Storage:  Paper  records  in  file  folders;  cards  in  card  fOcs. 

Retrlevability:  Files  folders  and  card  files  filed  alphabetically  by 
last  name  of  individual. 

Safeguards:  Files  are  afforded  appropriate  protection  at  all  times 
and  stored  in  safes  authorized  for  storage  of  material  up  to  top 
secret.  AU  records  are  accessible  only  to  authorized  personnel,  who 
are  properly  trained. 

Retention  and  disposal:  Active  files  are  retained  at  long  as  an  in¬ 
dividual  is  employed  within  DoD.  Inactive  filet  are  screened  upon 
termination  of  employment  with  DoD  to  determine  their  retention 
value  for  possible  future  non-career  employment,  i.e.,  some  files 
are  destroyed  upon  termination  of  employment  while  other  files 
may  be  retained  for  an  indefinite  period  depending  on  the 
background  and  experience  of  individual. 

Card  filet  are  maintained  during  the  entire  period  an  individual  is 
serving  the  DoD  at  a  consultant  or  member  of  a  committee;  inac¬ 
tive  c^t  are  maintained  at  least  five  years  after  termination. 

System  mnnagcr(t)  and  addrem:  Office  of  the  Special  Assistant  to 
the  Secretary  0^  Deputy  Secretary  of  Defense. 

Notifleatina  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Office  of  the  Special  Assistant  to  the  Secretary  and 
Deputy  Secretary  of  Defense,  Washington,  D.  C.  20301.  Visits  are 
limited  to  the  Office  of  the  Special  Assistant  to  the  Secretary  and 
Deputy  Secretary  of  Defense. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  social  security  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  building  access 
identification  card,  etc. 

Record  access  procedures:  Procedures  for  gaining  access  by  an  in¬ 
dividual  may  be  obtained  from  the  following: 

The  Special  Assistant  to  the  Secretary  and  Deputy  Secretary  of 
Defense 
Room  3E-941 
Pentagon  Building 
Washington,  D.  C.  20301 
Telephone:  Area  Code  202/695-4221 

Contesting  record  procedures:  The  Office  of  the  Special  Assistant 
to  the  Secretary  and  Deputy  Secretary  of  Defense  may  be  con¬ 
tacted  for  rules  for  access  and  contesting  contents  of  records  and 
appealing  initial  determinations. 

Record  source  categories:  Personnel  files  are  originated  in  the  Of¬ 
fice  of  the  Special  Assistant  to  the  Secretary  and  Deputy  Secretary 
of  Defense,  with  information  that  has  been  referred  by  others  or 
applicants  for  non-career  positions. 

Card  files  are  originated  in  the  Office  of  the  Special  Assistant  to 
the  Secretary  and  Deputy  Secretary  of  Defense,  extracting  per¬ 
tinent  information  from  resumes  and  dates  of  actions  taken  con¬ 
cerning  employment  with  DoD. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


ISSUANCES 

DCOMP  P31 

System  name:  Department  of  Defense  Superior  Service  Medal 

System  Incatinn:  Director  for  Personnel,  Office  of  the  Deputy 
Assistant  Secretary  of  Defense  (Administration),  OASD 
(Comptroller),  Room  3B347,  Pentagon,  Washington,  D.  C.  20301. 

Categorlm  of  iadividoab  covered  by  the  system:  Personnel  recom¬ 
mended  for  the  Department  of  Defense  Superior  Service  Medal. 

Categories  of  records  la  the  system:  Matter  log,  copy  of  approved 
award  signed  by  the  Secretary  of  Defense,  which  contains  name, 
grade.  Office  of  the  Secretary  of  Defense  (OSD)  duty  title,  OSD 
duty  activity,  and  period  of  assignment. 

Anthority  for  maiatcaaacc  of  the  system:  Executive  Order  11904 

Routine  nscs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Authorized  personnel  of 
the  Office  of  the  Secretary  of  Defense  for  purposes  of  insuring  that 
certificate,  citation,  and  engraved  medal  are  obtained  for  the  in¬ 
dividual  receiving  the  award. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Metal  five-drawer  legal-size  file  cabinet  with  lock. 

Retrlevability:  Filed  by  case  number  with  master  log. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  which  is  secured  during  non-working  hours. 

Retention  and  dhposal:  Records  are  permanent. 

System  maangcr(s)  and  addrem:  Director  of  Personnel,  Office  of 
the  Deputy  Assistant  Secretary  of  Defense  (Administration),  OASD 
(Comptroller),  Room  3B347,  Pentagon,  Washington,  D.  C.  20301. 

Notifkatioa  procedure:  Information  may  be  obtained  from  the 
Directorate  for  Personnel,  Office  of  the  Assistant  Secretary  of 
Defense  (Comptroller),  Room  3B347,  Pentagon,  Washington,  D.  C. 
20301. 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  System  Manager.  . 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Recommendations  received  from  the 
immediate  Office  of  the  Secretary  of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P32 

System  name:  Standards  of  Conduct  Inquiry  File 

System  location:  Primary  System-Office  of  the  Director  of  Per¬ 
sonnel,  Office  of  the  Secretary  of  Defense,  Pentagon,  Washington, 
D.  C.  20301, 

Categories  of  indhrldnnls  covered  by  the  system:  Individuals  who 
have  teen  alleged  to  have  violated  the  Department  of  Defense 
Standards  of  Conduct  or  the  conflict  of  interest  statutes. 

Categories  of  records  in  the  system:  Files  in  the  Office  of  the 
Director  of  Personnel,  Office  of  the  Secretary  of  Defense,  which 
are  used  in  the  performance  of  the  functions  of  the  office.  The  files 
contain  information  about  individuals  in  regard  to  allegations  of 
violations  of  the  Department  of  Defense  Standards  of  Conduct  or 
the  conflicts  of  interest  statutes. 

Anthority  for  maintenance  of  the  system:  Title  H),  U.S.  Code,  Sec¬ 
tion  137/EO  11222 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  snch  uses:  Routine  use  of  the  files 
is  by  the  professional  personnel  in  the  Office  of  the  Director  of 
Personnel  and  Office  of  the  General  Counsel,  Office  of  the  Secre¬ 
tary  of  Defense,  Department  of  Justice  and  DoD  components.  Pur¬ 
pose  of  the  files  is  to  provide  information  for  professional  person¬ 
nel  in  the  Office  of  the  Director  of  Personnel  and  Office  of  General 
Counsel  to  resolve  various  standards  of  conduct  problems. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrlevability:  Filed  by  name. 

Safeguards:  Stored  in  metal  filing  cabinets  with  locking  devices 
and  metal  combination  safes  depending  on  classification. 

Reteatioa  and  disposal:  Files  are  retained  as  long  as  there  is  offi¬ 
cial  interest  in  the  case;  then  destroyed  or  retired  to  the  Federal 
Records  Center,  Suitland,  Maryland. 
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Systeoi  ■■■ager(i)  ud  addnn:  Director  of  Personnel,  OSD, 
Room  3B347  Pentagon,  Washington,  D.  C.  20301. 

NoUfkatioa  procedure:  Written  request  for  information  should  be 
addressed  to  the  System  Manager,  Director  of  Personnel,  Room 
3B347,  Pentagon,  Washington,  D.  C.  20301.  Valid  proof  of  identity 
is  required. 

Record  access  procedures:  Procedure  for  gaining  access  by  an  in¬ 
dividual  to  his  records  may  be  obtained  from  the  Office  of  the 
Director  of  Personnel,  Room  3B347,  Pentagon,  Washington,  D.  C. 
20301 ,  Telephone:  Area  Code  202/697-330S. 

Contestiag  record  procedures:  Office  of  the  Director  of  Person¬ 
nel,  Office  of  the  Secretary  of  Defense,  Room  3B347,  Pentagon, 
Washington,  D.  C.  20301  may  be  contacted  to  obtain  rules  for  con¬ 
testing  material  contained  in  records  and  appealing  initial  deter¬ 
minations. 

Record  source  categories:  Information  contained  in  files  is  ob¬ 
tained  from  various  sources  including  correspondence,  press 
releases,  investigations  performed  by  the  Department  of  Defense 
and  other  agencies  and  Congressional  committees,  and  other 
systems  of  records  in  the  Department  of  Defense. 

Systems  cscmplcd  from  certahs  provUoas  of  the  act:  This  system 
of  records  is  exempt  under  the  authority  of  (kK2)  and  (5)  of  Title  5, 
U.S.C.  Section  3S2a  from  subsections  (cK3)  and  (d)  of  that  statute 
which  would  require  the  disclosure  of:  (a)  investigatory  material 
compiled  for  law  enforcement  purposes.  However,  if  any  individual ' 
is  denied  any  right,  privilege,  or  benefit  that  he  would  otherwise  be 
entitled  by  Federal  law,  or  otherwise  be  eligible,  as  a  result  of  the 
maintenance  of  such  material,  the  material  shaU  be  provided  to  that 
individual,  except  to  the  extent  that  its  disclosure  would  reveal  the 
identity  of  a  source  who  furnished  information  to  the  Government 
under  an  express  promise  or,  prior  to  September  27,  197S,  under  an 
implied  promise  that  the  identity  of  the  source  would  ^  held  in 
confidence,  or;  (b)  investigatory  material  compiled  solely  for  the 
purpose  of  determining  suitability,  eligibility,  or  qualifications  for 
Federal  civilian  employment,  military  service,  or  Federal  contracts, 
but  only  to  the  extent  that  the  disclosure  of  such  material  would 
reveal  the  identity  of  a  source  who  furnished  information  to  the 
Government  under  an  express  promise  or,  prior  to  September  27, 
1973,  under  an  implied  promise  that  the  identity  of  the  source  would 
be  held  in  confidence. 

At  the  time  of  the  request  for  a  record,  a  determination  will  be 
made  concerning  whether  a  right,  privilege,  or  benefit  is  denied  or 
the  specific  information  which  would  reveal  the  identity  of  a 
source. 

DCOMP  P33 

System  name:  Statements  of  Affiliations  and  Financial  Interests  File 

System  locatloa:  Primary  System-Office  of  the  Director  of  Per¬ 
sonnel,  Office  of  the  Secretary  of  Defense,  Pentagon,  Washington, 
D.  C.  20301. 

Categories  of  iadlvidnals  covered  by  the  system:  Individuals  who 
have  been  required  to  file  statements  of  Affiliations  and  Financial 
Interests4>D  Form  1333. 

Categories  of  rcchrda  In  the  system:  Files  in  the  Office  of  Director 
of  Personnel,  Office  of  the  Secretary  of  Defense,  which  arc  used  in 
the  performance  of  the  functions  of  the  office.  The  files  contain  in¬ 
formation  about  individuals  in  regard  to  their  financial  interests  and 
affiliations  which  may  impact  on  their  official  duties. 

Authority  for  maintenance  of  the  system:  Title  10,  U.S.  Code,  Sec- 
Uon  137/EO  11222. 

Routine  uses  of  records  maintained  in  the  system.  Including  catepr- 
rlcs  users  and  the  purposes  of  such  uses:  Routine  use  of  the  files 
is  by  the  professional  personnel  in  the  Office  of  the  Director  of 
Personnel  and  Office  of  the  General  Counsel,  Office  of  the  Secre¬ 
tary  of  Defense,  Department  of  Justice  and  DoD  components.  Pur¬ 
pose  of  the  files  is  to  provide  information  for  professional  person¬ 
nel  in  the  Office  of  the  Director  of  Personnel  and  Office  of  General 
Counsel  to  avoid  and  resolve  conflict  of  interest  problems. 

Policies  and  practices  lor  storing,  rctrtevlag,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Rctrievability:  Filed  by  name. 

Safeguards:  Stored  in  mqtal  filing  cabinets  with  locking  devices 
and  metal  combination  safes  depending  on  classification. 

Retentioa  and  dfaposal:  Ffles  are  retained  as  long  as  there  is  offi¬ 
cial  interest  in  the  case;  then  destroyed  or  retired  to  the  Federal 
Records  Center,  Suitland,  Maryland. 


System  managerfs)  and  addrem:  Director  of  Personnel,  Office  of 
the  Secretary  of  Defense,  Room  3B347,  Pentagon,  Washingon,  D. 
C.  20301. 

Notification  procedure:  Written  request  for  information  should  be 
addressed  to  the  System  Manager,  Director  of  Personnel,  Room 
3B347,  Pentagon,  Washington,  D.  C.  20301.  Valid  proof  of  identity 
is  required. 

Record  aceem  procedures:  Procedure  for  gaining  access  by  an  in¬ 
dividual  to  his  records  may  be  obtained  from  the  Office  of  the 
Director  of  Personnel,  Room  3B347,  Pentagon,  Washington,  D.  C. 
20301,  Telephone:  Area  Code  202/697-3303. 

Contestiag  record  procedures:  Office  of  the  Director  of  Person¬ 
nel,  Office  of  the  Secretary  of  Defense,  Room  3B347,  Pentagon, 
Washington,  D.  C.  20301  may  be  contacted  to  obtain  rules  for  con¬ 
testing  material  contained  in  records  and  appealing  initial  deter¬ 
minations. 

Record  source  categories:  Information  contained  in  files  is  ob¬ 
tained  directly  from  the  individual  on  DD  Form  1333,  'Statement  of 
Affiliations  and  Financial  Interests.' 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  01 

System  name:  Personnel  Roster 

System  location:  Primary  System-Air  Force  Data  Service  Center, 
Room  1A638,  Pentagon,  Washington,  D.C.  20301 

Decentralized-Administrative  Office,  O^D(C). 

Categories  of  individuals  covered  by  the  system:  AO  civilian  and 
military  assigned  to  the  Assistant  Secretary  of  Defense 
(ComptroUer)  with  the  exception  of  the  Offices  of  Deputy  Assistant 
Secret^  (Administration)  and  Deputy  Assistant  Secretary 
(Security  Policy). 

Categories  of  records  in  the  system:  System  contains  personnel  so¬ 
cial  security  number,  name,  job  series,  grade,  step,  position 
number,  date  of  birth,  date  of  grade,  date  of  step,  service  computa¬ 
tion  date,  position  title,  duty  description,  room  number,  office 
telephone,  area  code,  home  telephone. 

Authority  for  maintenance  of  the  system:  US  Code  10,  136(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Used  by  the  Assistant 
Secretary  of  Defense  (Comptroller)  and  the  Deputy  Assistant 
Secretaries  (Program/Budget),  (Management  Systems)  and  (AUDIT) 
as  rosters  for  their  personnel  and  for  information  on  their  person¬ 
nel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Computer  paper  printouts  in  binder. 

Retrievability:  Filed  by  assigned  office  code. 

Safeguards:  Buildings  employ  security  guard.  Offices  are  locked. 

Retention  and  disposal:  Data  is  updated  every  quarter  with  per¬ 
sonnel  changes.  The  old  computer  printouts  are  destroyed.  The  data 
is  never  moved  to  the  Federal  Records  Center,  Federal  Archives 
and  Records  Centers,  National  Archives  or  other  designated 
depository. 

System  maaagcr(S)  and  address:  Assistant  for  Administration, 
Assistant  Secretary  of  Defense  (Comptroller),  the  Pentagon, 
Washington,  D.C. 

Notlficatioa  procedure:  Information  on  personnel  will  not  be 
released  from  this  record  to  the  general  pubUc.  All  the  information 
in  this  record  is  in  the  Personnel  File,  OASD  (Administration)  Per¬ 
sonnel  Office  and  may  be  obtained  there. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  for  Administration,  OASD(C),  Room 
3D839,  Pentagon,  Washington,  D.  C.  20301 

Contesting  record  procednres:  Contest  to  roster  may  be  filed  with 
Assistant  for  Administration,  OASD(C),  Room  3D839,  Pentagon, 
Washington,  D.C.  20301. 

Record  source  categories:  Roster  Contents  obtained  from  Person¬ 
nel  File  Office  Secretary  Defense,  Personnel  Data. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  Atl 

System  name:  Federal  Employment  Service  Record  Card 

System  location:  Office  of  the  Deputy  Assistant  Secretary  of 
Defense  (Audit),  OASD(ComptroDer). 
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CatcfMict  at  MhrMaab  covered  by  tbe  lyctea:  AO  individuals 
employed  by  tbe  Office  of  Deputy  Assistant  Secretary  of  Defense 
(Audit). 

Catcfeelcs  of  records  in  tbe  system:  File  is  a  3x8  card  containing 
information  on  Federal  Employment  Record,  grade,  salary,  or¬ 
ganization,  date  of  birth,  sex,  citizenship,  retirement  coverage, 
veterans  preference,  physical  impairments,  service  computation 
date. 

Authority  for  maintenance  of  tbe  system:  US  Code  10,  136(b) 
Routine  nses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  sneb  uses:  Offices  of  the  Deputy 
Assistant  Secretary  of  Defense  (Audit)  to  determine  eligibility  for 
promotions,  and  within  grade  increases;  to  determine  total  service 
time  and  eligibility  for  retirement. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  fas  the  system: 

Storage:  Paper  card  record  in  individual  pocket  view  binder 
RetrievabilHy:  Filed  organization  and  individual  name 
Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personnel 

Rctentioa  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  until  individual  leaves  organization  either  by  transfer, 
retirement  or  resignation 

System  maaagcr(s)  and  addrem:  The  Deputy  Assistant  Secretary 
of  Defense  (Audit) 

Notification  procedure:  Information  may  be  obtained  from: 
DASDiAudh) 

6th  Floor,  Room  607 
Lynn  Building 
Rosslyn,  Virginia 

Telephone:  Area  Code  202-697-9108 
Record  aceem  procedures:  Written  or  oral  request  to  the 
DASD(Audit)  Room  607,  Lynn  Building,  Rosslyn,  Virginia, 
telephone:  Area  Code  202-697-9108 
Coatestiag  record  procedures:  Contest  of  Records  may  be  filed 
with  the  DASD(Audit) 

Record  source  categories:  Record  contents  obtained  from  files. 
Office  Secretary  of  Defense  Personnel  data 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  BF«1 

System  name:  Travel  Files 

System  location:  Office  of  the  Deputy  Assistant  Secretary  of 
Defense  (Administration),  Directorate  for  Budget  and  Finance, 
Travel  Branch.  Pentagon.  Washington,  D.C.  20301. 

Categories  of  tedtvidnals  covered  by  tbe  system:  Personnel  as¬ 
signed  to  the  Office  of  the  Secretary  of  Defense  and  the  Organiza¬ 
tion  of  the  Xoint  Chiefs  of  Staff  who  perform  travel;  includes  mili¬ 
tary,  civilian  and  WOC/WAE  consultants. 

Categories  of  records  in  the  system:  File  contains  copy  of  travel 
orders,  paid  travel  claims,  airline  schedule  and  copy  of  Government 
Transportation  Requests  issued. 

Authority  for  maintenance  of  the  system:  10  USC  136(b) 

Routine  uses  of  records  maintained  tn  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Determination  of  the 
costs  of  trips  performed  by  OSD  and  OJCS  personnel. 

Find  out  if  travelers  have  filed  their  vouchers  after  completion  of 
trips. 

Determine  indebtedness  to  the  Government  if  per  diem  payments 
do  not  liquidate  travel  advances. 

Individuals  assigned  to  OSD/OJCS  components  authorized  to 
research  files  to  collect  appropriate  data  to  fulfill  missions  of  com¬ 
ponent. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  S3rstcm: 

Storage:  Paper  records  in  file  folders. 

Retrfevability:  Filed  alphabetically  by  last  name  of  individual. 
Safeguards:  Building  employs  security  guards.  Records  kept  in 
unlocked  file  cabinets. 

Retention  and  dbposal:  Records  maintained  by  fiscal  year,  cur¬ 
rent  and  previous  fiscal  year  on  band,  subsequently  retired  to 
Washington  National  Records  Center. 

Disposal  lAW  Administrative  Instruction  IS/S,  paragraph  08-34. 


System  managerfs)  and  addrem:  Chief,  Travel  Branch,  Directorate 
for  Budget  and  Finance,  Office  of  the  Deputy  Assistant  Secretary 
of  Defense  (Administration),  Pentagon.  Washington.  D.C.  20301. 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Travel  Branch 
Director  for  Budget  and  Finance 

Office  of  tbe  Deputy  Assistant  Secretary  of  Defense  (Admin), 

Room  3B279,  Pentagon 
Washington.  D.C.  20301 
Telephone:  202-697-1269 

Chief,  Travel  Branch,  Directorate  for  Budget  and  Finance,  Of¬ 
fice  of  the  Deputy  Assistant  Secretary  of  Defense  (Administration), 
Pentagon,  Washington.  D.C.  20301,  Telephone:  202-697-1269. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Chief,  Travel  Branch.  Directorate  for  Budget  and 
Finance.  ODASIXA),  Room  3B279,  Pentagon,  Washington,  D.C. 
20301. 

Written  requests  for  information  should  contain  the  full  name  of 
individual  with  notarized  signature,  current  address  and  telephone 
number,  and  include  fiscal  year  of  travel. 

Visits  are  limited  to  Travel  Branch,  Directorate  for  Budget  and 
Finance,  ODASIXA),  Pentagon.  Washington,  D.C.  20301. 

For  personal  visits  the  in^viduals  should  Im  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  can  be 
verified  with  his  folder. 

Cnnletting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  The  General  Counsel,  Department  of  Defense,  The  Pentagon. 
Washington,  D.C.  20301. 

Record  sonrcc  categories:  Travel  orders,  travel  vouchers,  airline 
schedules,  copy  of  GTRs. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  CDOl 

System  name:  OSD  General  Correspondence  Files 

System  location:  Correspondence  Control  Branch,  Directorate  for 
Correspondence  and  Directives,  Office  of  the  Deputy  Assistant 
Secretary  of  Defense  (Administration),  Office  of  the  Assistant 
Secretary  of  Defense  (Comptroller). 

Categories  of  individuals  covered  by  tbe  system:  Individuals  who 
address  a  variety  of  subjects  to  the  Office  of  the  Secretary  of 
Defense,  and  those  who  address  Defense-related  matters  to  the 
White  House. 

Categories  of  records  in  the  system:  Includes  general  correspon¬ 
dence  addressed  to  and  emanating  from  the  Office  of  the  Secretary 
and  Deputy  Secretary  of  Defense,  and  correspondence  addressed 
to  White  House  officials  and,  because  of  subject  matter,  referred 
to  DoD  for  reply. 

Authority  for  maintenance  of  the  system:  3  USC  301 

Rontinc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  nses:  Reference  material  for 
foUow-up  actions  and  responses  to  additional  inquiries  from  the 
same  persons.  « 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, . 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

RetrievabUity:  Filed  by  subject  matter  with  alphabetical  sub¬ 
system. 

Safeguards:  Building  protected  by  security  guards.  Records  are 
maintained  in  a  secure  area  accessible  only  to  authorized  personnel. 

Records  are  retained  in  active  file  until  end  of  the  calendar  year, 
held  one  additional  year  in  inactive  file  and  subsequently  trans¬ 
ferred  to  the  National  Records  Center.  Records  are  destroyed  after 
the  fifth  year. 

Retention  and  disposal:  Records  are  maintained  for  three  years 
then  retired  to  Federal  Records  Center  for  seven  years. 

System  managerfs)  and  addrem:  Director  for  Correspondence  and 
Directives,  Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Administration),  Office  of  the  Assistant  Secretary  of  Defense 
(Comptroller). 

Notifkation  procedure:  Information  may  be  obtained  from: 
Directorate  for  Correspondence  and  Directives.  Office  of  the 
Deputy  Assistant  Secretary  of  Defense  (Administration). 

Room  3B946 
Pentagon  Building 
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Waihington,  D.C.  20301 

Record  occcM  proccdorcs:  RequoU  from  individuals  should  be 
addressed  to:  Directorate  for  Correspondence  and  Directives,  Of¬ 
fice  of  the  Deputy  Assistant  Secretary  of  Defense  (Administration), 
Room  3B946,  Pentagon  Building,  Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  a  brief 
description  of  the  subject  matter,  and  the  approximate  date  of  the 
communication,  if  known. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  drivers  license  or  employing  of¬ 
fice's  identification  card. 

Contesting  record  procedures:  The  Department's  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  Office  of  the  General  Counsel,  Department  of  Defense, 
Washington,  D.C.  20301 

Record  source  categories:  Correspondence  originating  with  the  in¬ 
dividual,  DoD  agencies,  and  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DCOMP  CD02 

System  name:  Cable  Branch  Personnel  Administration  Files 

System  location:  Cable  Branch,  Room  3E925,  Directorate  for  Cor¬ 
respondence  and  Directives,  Office  of  the  Deputy  Assistant  Secre¬ 
tary  of  Defense  (Administration),  Office  of  the  Assistant  Secretary 
of  Defense  (Comptroller),  Pentagon,  Washington,  D.C.  20301. 

Categories  of  individuals  eovered  by  the  system:  All  individuals 
employed  or  military  assigned  to  the  Cable  Branch. 

Categories  of  records  In  the  system:  These  files  contain  position 
descriptions;  qualification  statements,  (SF  171,  SF  172,  OP  8,  SD 
293,  SD  37,  ect.);  statements  of  financial  interest  (SD  2513); 
requests  for  personnel  actions  (SD  32);  notification  of  Personnel 
Action  (SD  30);  award  recommendations;  appraisals  and  efficiency 
reports;  security  clearance  information  DD  398,  DD  1384,  CS  8. 

Authority  for  maintenance  of  the  system:  10  USC  133 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  These  files  are  used 
primarily  for  internal  personnel  and  administrative  management. 
Specific  uses  include:  Determining  eligibility  for  assignment  to  posi¬ 
tions;  comparing  individuals  resumes  with  job  requirements;  used 
to  keep  abreast  of  performance,  awards  given  to  personnel  and 
security  clearances  granted.  The  information  contained  in  these  per¬ 
sonnel  files  is  used  by  the  office  manager  and  supervisory  person¬ 
nel  in  the  Cable  Branch. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
nnd  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders. 

RetrievabilHy:  Filed  alphabetically  by  last  name  and  Social 
Security  Number  of  individual  concerned. 

Safeguards:  Building  guards,  locked  desk,  and  records  are  main¬ 
tained  in  a  secure  area  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Records  are  retained  in  active  file  until 
military  reassignment  or  individual  leaves  employment  of  the  Cable 
Branch;  and  in  an  inactive  file  until  no  longer  under  consideration 
for  reemployment. 

System  manager(s)  and  addrem:  Director  for  Correspondence  and 
Dinrctives,  Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Administration),  Office  of  the  Assistant  Secretary  of  Defense 
(Comptroller). 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Cable  Branch 

Directorate  for  Correspondence  and  Directives,  Office  of  the 
Deputy  Assistant  Secretary  of  Defense  (Administration) 
Room  3E923,  Pentagon 
Washington,  D.C.  20301 
Telephone:  202-697-8131 

Written  requests  for  information  from  individuals  should  be  ad¬ 
dressed  to  Directorate  for  Correspondence  and  Directives,  Cable 
Branch,  Room  3E923,  Office  of  the  Deputy  Assistant  Secretary  of 
Defense  (Administration),  Pentagon  Building,  Washington,  D.C. 
20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  any  other 
information  which  would  help  in  identifying  the  desired  informa¬ 
tion. 


For  personal  visits,  the  individual  must  be  able  to  provide  ac¬ 
ceptable  identification;  that  is,  drivers  license,  employing  office’s 
identification  card,  givt  verbal  information  that  could  be  verified 
with  his  'case  folder’. 

Record  aceem  procedures:  Request  should  be  addressed  to 
SYSMANAGER  as  shown  above. 

Coatesdug  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from  Office  of  the  General  Counsel,  Department  of  Defense, 
Washington,  D.C.  20301. 

Record  source  categories:  Information  is  provided  by  OSD  Per¬ 
sonnel  Office,  Security  Office,  individual  concerned  and  in¬ 
dividual’s  supervisors. 

Systems  exempted  from  certain  provUoas  of  the  act:  NONE 
DCOMP  MSOl 

System  aame:  Training  Records 

System  locatioa:  Primary  System  -  ODASD  (Management 
Systems) 

Decentralized  Segments  -  Six  MS  Directorates 
Categories  of  individuals  covered  by  the  system:  All  personnal  in 
ODASD(MS) 

Categories  of  records  in  the  system:  File  contains  name,  birthdate, 
service  computation  date,  grade,  training  completed  since  6-30-72, 
and  training  desired. 

Authority  for  maintenance  of  the  system:  10  USC  136 
Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
the  DASD,  his  Principal  Assistant  and  Directors  for  planning  train¬ 
ing  of  ODASD(MS)  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  looseleaf  folder 
RetrievabilHy:  Filed  by  directorate 

Safeguards:  Records  are  kept  in  locked  office  with  access  availa¬ 
ble  only  to  authorized  personnel 

Reteatioa  and  dbposal:  Files  are  active  and  are  kept  current.  Out- 
of-date  material  is  disposed  of  periodically. 

System  manager(s)  and  address:  DASD  Management  Systems, 
Room  3E831,  The  Pentagon,  Washington,  D.C.  20301 
Notifleatioa  procedure:  Information  may  be  obtained  from 
DASD(MS) 

Room  3E831 
Pentagon  Building 
Telephone  Area  Code  202-693-3424 
Record  access  procedures:  Requests  from  personnel  should  be  ad¬ 
dressed  to  Office  of  SECDEF,  ODASD(MS),  Room  3E831,  The 
Pentagon,  Washington,  D.  C.  20301,  including  personal  identifica¬ 
tion 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Personel  questionnaire  responses  and 
SD  Form  446 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DCOMP  MS02 
System  aame:  Personnel  Leave  Schedule 
System  location:  Primary  System-ODASD(Management  Systems) 
Decentralized  Segments-Six  MS  Directorates 
Categories  of  individuals  covered  by  the  system:  All  personnel  in 
ODASIHMS) 

Categories  of  records  in  the  system:  FUe  contains  name  and  dates 
of  anticipated  future  leave 
Authority  for  maintenance  of  the  system:  10  USC  136 
Routine  nses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Information  is  used  by 
the  DASD,  his  Principal  Assistant  and  Directors  for  leave  adminis¬ 
tration  witto  the  management  responsibilities  of  the  ODASD(MA) 
Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  the  Office  of  the 
Directors  or  by  the  Secretary  of  the  Director.  Copies  are  often  pro¬ 
vided  to  all  personnel  concerned. 
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RHrievabNMjr:  Records  are  short  and  aB  entries  are  readily  ap¬ 
parent 

Safegnards:  Records  are  kept  in  desk  of  Director  or  his  secretary 
except  u  one  Divuion  and  one  directorate  which  posts  on  wall  in 
secretary  8  office 

Retention  and  disposal:  Files  are  discarded  when  no  longer  useful. 
SysicB  nianager(s)  and  address:  The  DASD  Management 
Systems,  Room  ^E811  Pentagon  Budding,  Washington.  D.C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
DASDtMSi 
Room  3E83I 
Pentagon  Building 

Telephone  Area  Code  202/69^-3424 
Record  access  procedures:  Requests  from  personnel  should  be  ad¬ 
dressed  to  his  immediate  supervisor 
Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appe^ng  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Roster  of  employees  and  employee 
response  to  request  for  vacation  dates. 

Systems  exempted  from  eertahi  provisions  of  the  act:  NONE 
DCOMP  MSt3 

System  name:  Personnel  Records 

System  location:  Primary  System  ODASDfManagement 
Systems) 

Decentrahzed  Segments  •  Six  MS  Directorates 
Categories  of  iadlvidttals  covered  by  the  system:  AU  personnel  in 
ODASDfMS) 

Categories  of  records  In  the  system:  File  contains  name,  birthdate, 
social  security  number,  veterans  preference,  tenure  group,  service 
computation  date,  retirement,  FEGLI,  education,  previous  employ¬ 
ment,  additional  skills  and  awards,  current  employment  record 
within  MS,  grade. 

Authority  for  malntcnanee  of  the  system:  10  USC  136 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Information  is  used  by 
the  DASD,  bis  Principal  Assistant  and  Directors  for  personnel  ad- 
ministrationwitbin  t^  management  responsibilities  of  the 
ODASIXMS). 

Poilciea  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Record  card  in  KARDEX  file;  paper  records  in  file 
folder. 

Retrievability:  Filed  alphabetically  by  last  name  of  personnel. 
Safegnards:  Records  are  kept  in  safe  files  with  access  available  to 
only  authorized  personnel. 

Retention  and  disposal:  Files  are  active  and  are  kept  current  to 
reflect  current  personnel  situation.  Out-of-date  material  is  disposed 
of  periodically. 

System  manngerfs)  and  address:  DASD  Management  Systems, 
Room  3E831,  The  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
DASD(MS) 

Room  3E83I 
Pentagon  Building 
Washmgton,  D.  C.  20301 
Telephone:  Area  Code  202/69S-3424 
Record  access  procedures:  Requests  from  personnd  should  be  ad¬ 
dressed  to  Office  of  SECDEF,  ODASD(MS),  Room  3E831,  The 
Pentagon,  Washington,  D.  C.  20301,  including  personal  identifica¬ 
tion. 

ContestiBg  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individua]  concerned  may  be  ol^ned  from  the  SYSMANAGER. 

Record  sowree  categories:  DD  Form  2513;  ODASDfMS)  personal 
questionnaire  responses;  personnel  action  forms;  SF  171. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
DCOMP  MS04 

System  name:  Civilian  Pay  Time  and  Attendance  Report 
System  iacation:  Primary  System  >  ODASDfManagemcnt 
SystenM) 

Decentralized  Segments  -  Six  MS  Directorates 


Categories  of  individuais  covered  by  the  system;  AH  personnel  in 
ODASDfManagement  Systems) 

Catc^rks  of  records  hi  the  system:  Contains  employee  name,  or¬ 
ganization  code,  employee  number,  social  security  number,  pay 
period,  hours  worked  this  pay  period  (regular,  night  differential  and 
overtime,  holidy  and  compensatory  by  day  and  pay  period),  leave 
taken  this  pay  period  (annual,  sick,  compensatory,  AWOL, 
LWOP/SUSP  and  other  by  day  and  pay  period),  time  of  absence 
each  day.  remarks,  employee  certifkatioa  of  sick  leave,  employee 
initials  for  leave  taken,  supervisors  signature  and  extension  for  cer¬ 
tification. 

Authority  lor  maintenance  of  the  system:  Section  II2A  of  Budget 
and  Accounting  Procedures  Act  of  1930. 

Routine  uses  of  records  maintained  hi  the  system,  incindtog  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Information  is  used  by 
the  Department  of  the  Army  to  prepare  payroBs,  employee  checks, 
and  earnings  and  leave  statements. 

Policies  and  practices  for  storing,  retrieving,  accessiag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Cards  maintained  in  envelopcs/file  folders  are  stored  in 
timekeeper's  official  file  cabinets. 

Retrievability:  Maintained  in  sequence  by  employee  last  name. 
Employee  card  is  selected  to  post  hours  of  leave  taken  and  hours 
worked  each  pay  period. 

Safe^ards:  Cards  are  maintained  and  used  by  offkiaOy 
authorized  timekeepers  and  are  kept  in  secured  filing  facilities. 

Retention  and  disposal:  Exception  data  are  posted  as  it  occurs 
and  the  complete  posting  and  certification  is  accomplished  at  the 
end  of  the  pay  period.  Completed  certtfied  cards  arc  hand  carried 
by  each  timekeeper  to  ODASO(MS)  office.  The  cards  are  then  for¬ 
warded  to  the  Personnel  Data  Branch. 

System  managerfs)  aad  address:  DASD  Management  Systems, 
Room  3E83I,  The  Pentagon,  Washington,  D.  C.  20301 

NotiflcatioB  procedure:  Information  may  be  obtained  from: 
DASD(MS) 

Room  3E831 

Pentagon  Building 

Telephone  Area  Code  202/695-3424 

Record  access  procedures:  Requests  from  personnel  should  in¬ 
clude  personal  identification  and  be  addressed  to: 

Office  of  SECDEF,  ODASDfMS) 

Room  3E831,  The  ^ntagon 
Washington.  D.C.  20301 

Coatcsthig  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  and  appealing  initial  determinations  by  the  individual 
concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Employees  presence  on  the  job;  leave 
approval  (verbal  or  documented);  overtime  approval  memoranda; 
physician  certificates;  and  official  holidays. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  MSOS 

System  name:  Request  for  Overtime  Authorization 

System  locatkm:  Primary  System  -  ODASIXManagement 
Systems) 

Decentralized  Segments,  Six  MS  Directorates 

Categories  of  iadividuab  covered  by  the  system:  AD  personnel  in 
ODASD(Management  Systems) 

Categories  of  records  ia  the  system:  Contains  requesting  organiza¬ 
tion,  addressee,  request  numba,  date  of  request,  for  pay  period, 
organizational  elements,  hours  requested  (overtime,  holiday,  com¬ 
pensatory),  hours  worked  (overtime,  holiday,  compensatory),  total 
hours,  jus^ication  (employee  name,  social  security  number,  hours 
requested),  requesting  ofneial  and  date,  programmed  overtime, 
quarter,  fiscal  year,  re<fuested/used  to  date,  balance,  ap¬ 
proved/disapproved,  approving  officer  and  date. 

Authority  lor  maintmouce  of  tbs  system:  10  USC  136 

Routine  non  of  records  makstabrnd  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purpeees  of  such  aocs:  Used  to  justify  and  ap¬ 
prove  overtime  compensation  for  ODASD  (Management  Systems) 
employees. 

Policbs  and  practices  for  staring,  retrieving,  occeeslag,  retaining, 
aad  disposing  of  records  in  tbs  system: 

Storage:  Copies  maintained  in  fib  folders  are  stored  in 
timekeeper’s  official  fib  cabinet. 
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Rctricvability:  Maintained  in  sequence  by  pay  period.  Employees 
for  which  overtime  is  requested  are  listed  in  the  justification  sec¬ 
tion  of  each  form. 

Safeguards:  Overtime  authorization  requests  are  maintained  and 
used  by  officially  authorized  timekeepers  and  are  kept  in  secured 
filing  faedities. 

Retention  and  disposal:  These  requests  (copies)  are  maintained 
for  the  entire  leave  year.  The  approved  originals  are  hand  carried 
along  with  the  CiviliM  Pay  Time  and  Attendance  Reports  by  each 
timekeeper  to  ODASIXMS)  office  from  where  they  are  then  for¬ 
warded  to  the  Personnel  Data  Branch.  Disposition  of  each 
timekeeper's  fUe  folder  is  made  at  the  beginning  of  each  new  leave 
year. 

System  managcr(s)  and  address:  DASD  Management  Systems, 
Room  3E83I,  The  Pentagon,  Washington,  DC  20301 
Notification  procedure:  Information  may  be  obtained  from: 
DASIXMS) 

Room  3E83I 
Pentagon  Building 
Telephone  Area  Code  202/695-3424 
Record  access  procedures:  Requests  from  personnel  should  in¬ 
clude  personal  identification  and  ^ould  be  addressed  to: 

Office  of  SECDEF,  ODASIXMS) 

Room  3E83I,  The  Pentagon 
Washington,  D.C.  20301 

Coatestiag  record  procedures:  The  rules  (or  access  to  records  and 
for  contesting  and  appealing  initial  determinations  by  the  individual 
concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Initialed  by  Supervisors  and  Directors 
to  justify  overtime  work  (or  employees  to  accomplish  peak  and  ex¬ 
cessive  workloads 

Systems  exempted  from  certain  provWons  of  the  act:  NONE 
DCOMP  MSM 

System  name:  Time  and  Attendance  Report 
System  iocatioa:  Primary  System  ODASD(Management 
Systems) 

Decentralized  Segments  -  Six  MS  Directorates 
Categories  of  ladlvlduala  covered  by  the  system:  AH  personnel  in 
ODASIXManagement  Systems) 

Categories  of  records  ia  the  system:  Contains  employee  name,  so¬ 
cial  security  number,  pay  period,  hours  worked  this  pay  period 
(regular,  night  differential,  overtime,  holiday,  compensatory  by  day 
and  pay  period),  leave  taken  this  pay  period  (annual,  sick,  com¬ 
pensatory,  AWOL,  LWOP/SUSP  and  other  by  day  and  pay 
period). 

Authority  (or  maintenance  of  the  system:  10  USC  136 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  an  office  record 
of  employees  time  and  attendance 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  In  the  system: 

Storage:  Maintained  in  a  notebook  and  filed  in  timekeeper’s  offi¬ 
cial  file  cabinets. 

Retrievability:  Filed  by  pay  period.  Each  report  is  in  sequence  by 
employee’s  last  name. 

Safeguards:  The  notebooks  are  maintained  in  a  file  cabinet  with 
access  avaUable  only  to  authorized  personnel. 

Retention  and  disposal:  These  records  are  maintained  for  the 
leave  year.  Disposition  of  the  yearly  records  is  made  at  the 
beginning  of  each  new  leave  year. 

System  managcr(s)  and  address:  DASD  Management  Systems, 
Room  3E83i,  The  Pentagon,  Washington,  D.  C.  20301 
Notificatioa  procedure:  Information  may  be  obtained  from: 
DASD(MS) 

Room  3E83I 
Pentagon  Building 
Telephone  Area  Code  202/695-3424 
Record  access  procedures:  Requests  from  personnel  should  in¬ 
clude  personal  identification  and  be  addressed  to: 

Office  of  SECDEF,  ODASIXMS) 

Room  3E83 1 ,  The  Pentagon 
Washington,  D.  C.  20301 


Coatestiag  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  and  appealing  intial  determinations  by  individuals 
concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  The  Time  and  Attendance  Report  is 
posted  from  Civilian  Pay  Time  and  Attendance  Reports,  MDW, 
FINW  Form  46  TEST  (Rev)  1  Dec  74. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
DCOMP  MS07 

System  aauM:  Classified  Container  Custodian  Data,  SD  411 

System  Iocatioa:  Decentralized  Segments  in  six  Directorates, 
ODASIXMS),  OASIXC) 

Categories  of  individuals  covered  by  the  system:  Names  of  three 
individuals  responsible  for  each  classified  container 

Categories  of  records  in  the  system:  Contains  name,  address, 
telephone  number 

Authority  for  maintenance  of  the  system:  10  USC  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
security  personnel  or  counter-intelligence  personnel  to  contact  the 
individuals  in  the  event  classified  container  is  found  unsecured. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

,  Storage:  The  form  for  each  classified  container  is  attached  inside 
the  front  of  combination  drawer  or  top  drawer. 

Retrievability:  Data  on  name,  address,  or  telephone  number  may 
be  retrieved  only  if  classified  container  is  open. 

Safeguards:  Information  is  in  locked  containers;  can  only  be  ac¬ 
cessed  if  classified  containers  are  left  open. 

Retention  and  disposal:  Only  latest  applicable  form  is  affixed  to 
the  classified  container,  outdated  forms  are  destroyed. 

System  manager(8)  and  address:  Each  MS  Directorate  having  cus¬ 
tody  of  safes. 

Notificatioa  procedure:  Information  may  be  obtained  from: 

Security  Officer 

ODASD  (Management  Systems) 

Room  4B938 
The  Pentagon 
Washington,  D.  C.  20301 

Record  access  procedures:  Requests  should  be  addressed  to 
Security  Officer,  ODASD(Management  Systems),  Room  4B938, 
The  Pentagon,  Washington,  D.  C.  20301 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  bythe 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Individuals  responsible  for  each  clas¬ 
sified  container. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  MS08 

System  name:  List  of  personnel  and  security  clearances 

System  location:  Decentralized  Segments  in  six  Directorates, 
ODASD(MS),  OASIXC) 

Categories  of  individuals  covered  by  the  system:  All  personnel  in 
the  Directorate. 

Categories  of  records  in  the  system:  Contains  name,  security 
clearance,  date  granted 

Authority  (or  maintenance  of  the  system:  10  USC  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  used  each 
Director  Security  Officer  as  reference  of  security  clearance  of  each 
individual. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Typed  list  in  Directorate  Security  Officer’s  file. 

Retrievability:  Data  may  be  retrieved  by  name. 

Safeguards:  Information  is  kept  in  locked  classified  container. 

Retention  and  disposal:  Only  latest  list  of  personnel  and  access  is 
retained,  outdated  lists  are  destroyed. 

System  manager(s)  and  address:  Each  MS  Directorate  Security 
Officer 

Notification  procedure:  Information  may  be  obtained  from: 

Security  Officer 
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ODASD  (Management  Systems) 

Room  4B938 
The  Pentagon 
Washington,  D.  C.  20301 

Record  aecess  procednres:  Requests  should  be  addressed  to 
Security  Officer.  ODASIXManagement  Systems),  Room  4B938, 
The  Pentagon,  Washington,  D.  C.  20301 
Centesting  rccerd  precednret:  The  roles  for  access  to  records  and 
for  contesting  contents  and  appMhng  initial  determinations  bythe 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Rccerd  soercc  categories:  Knowledge  of  all  individuals  assigned  to 
the  Directorate/Division. 

Systems  exempted  tram  certain  previsloas  of  the  act:  NONE 
DCOMP  MSIO 

System  name:  Combat  Area  Casualties 
System  locatioa:  Summary  Management  Information  Division, 
DirKtorate  for  Information  Operations  and  Control,  Management 
Systems,  Office  Assistant  Secretary  Comptroller 
Categories  of  individnals  covered  by  the  system:  Names  of  all  Mili¬ 
tary  Personnel  who  were  killed,  missing,  captured,  or  interned  in 
Southeast  Asia. 

Categories  of  records  in  the  system:  Files  contain  a  completed  re¬ 
port  of  Casualty  (DD  Form  1300) 

Authority  for  maiatcaaacc  of  the  system:  Executive  Order  11216 
Rontiac  uses  of  records  malntaiacd  In  the  system,  inchidiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  on 
deaths  is  provided  to  any  public  or  private  person  for  statistical  or 
memorial  purposes.  The  name,  service  num^r,  grade,  date  of  birth 
only  are  released  on  those  who  arc  currently  missing,  captured  or 
interned. 

Policies  and  practices  for  storing,  retrieving,  acccsNng,  retainiag, 
and  disposing  of  records  in  the  system: 

Storage:  DD  1300$  are  filed  in  file  reference  order  by  service, 
country  of  occurrence 

Retrievablltoy:  Data  may  be  retrieved  by  name  or  file  reference 
number 

Safeguards:  AU  information  is  maintained  in  locked  safes 
Rctentloa  and  dispoonl:  Records  are  permanent.  At  this  time  there 
is  no  plan  to  retire  the  files. 

System  managerfs)  and  address:  The  .OASDfC),  The  Pentagon, 
Washingtou,  D.  C. 

Wodflcation  procedure:  Information  may  be  obtained  from: 

Director  for  Information  Operations  and  Control 
Room  4B938 
The  Pentagon 
Washington,  D.  C. 

Record  access  procedures:  Request  should  be  addressed  to: 
Director  for  Information  Operations  and  Control,  Room  4B938,  The 
Pentagon,  Washington,  D.  C. 

Coatestiag  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  The  source  of  this  information  is  the 
service  man's  casualty  section 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  MSll 

System  name:  List  of  Female  Employees  of  OSD/OJCS 
System  location:  Primary  System-Federal  Women's  Program 
Coordinator,  Room  4B916,  Pentagon  Building;  maintained  in  auto¬ 
mated  form  •  Army  DaU  Center;  Decentralized  Segment-OSD  Dir. 
of  Personnel. 

Categories  of  faHlividuals  covered  by  the  system:  All  civilian  female 
employees  of  OSD/OJCS 

Categories  of  records  In  the  system:  File  is  extract  of  Civilian  Per¬ 
sonnel  Data  File  and  contains  organization  idcntificalion,  employee 
name.  Social  Security  Number,  Date  of  Birth.  Service  Computation 
Date,  Pay  Plan,  Series,  Grade,  Time  Basis,  Position  Title 
Antherity  for  maintenance  of  the  system:  Executive  Order 
11246/11375,  'Equal  Employment  Opportunity,’  as  amended  by  EO 
11478,  'Equal  Employment  Opportunities  in  the  Federal  Govern¬ 
ment' 


Routine  uses  of  records  mahHafned  in  the  system,  Incindiag  catego¬ 
ries  of  users  and  the  purposes  of  such  usee:  Directorate  of  F^rsonnei 
to  mail  information  on  Federal  Women's  Program  to  OSD/OJCS 
Women  Employees.  Federal  Women's  Program  Coordinator  to 
locate  personnel  to  recommend  to  them  training  and  employment 
opportunities. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  rstaiaiag, 
and  disposing  of  records  In  the  system: 

Storage:  Automated  List  in  Federal  Women's  Program  Coordina¬ 
tor  Office.  Automated  tape  in  Army  Data  Center. 

ReCricvabillty:  Listed  by  organization 

Safeguards:  List  is  kept  under  lock.  Only  available  to  Federal 
Women's  Program  Coordinator. 

Rctentloa  and  disposal:  Record  is  new.  When  new  civilian  person¬ 
nel  data  file  or  major  updates  arc  made,  it  is  expected  that  a 
revised  list  will  be  provided.  At  that  time  obsolete  list  wiD  be 
destroyed. 

System  managcr(s)  and  address:  OSD/OJCS  Federal  Women's 
Program  Coordinator.  Room  4B9I6,  Pentagon  Building,  Washing¬ 
ton.  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from 
OSD/OJCS  Federal  Women's  Program  Coo^mator,  Room  4B9I6. 
Pentagon  Building,  Washington,  D.  C.  20301 

Record  access  procedures:  Written  requests  for  information 
should  contain  the  full  name  of  the  individual,  organization  assign¬ 
ment  and  Social  Security  Number.  Visits  are  limited  to  Room 
4B9I6,  Pentagon  Building.  Washington,  D.  C.  20301.  For  personal 
visits  the  individual  should  provide  DoD  identification  prior  to  ac¬ 
cess. 

Contesting  record  procedures;  The  rules  for  access  to  records  and 
for  contesting  contents  and  appe^ng  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  The  Central  Personnel  Data  File 
prescribed  by  the  CivO  Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  PBOl 

System  name:  Personnel  File/Biography 

System  location:  Primary  System  -  Office  of  Deputy  Assistant 
Secretary  of  Defense  (Program/Budget)/Office  of  Assistant  Secreta¬ 
ry  of  Defense  (Comptroller) 

Categories  of  individuals  eovered  by  the  system:  All  civilian  per¬ 
sonnel  assigned  to  the  Office  of  Deputy  Assistant  Secretary  of 
Defense  (Program/  Budget) 

Categories  of  records  in  the  system:  System  contains  personnel 
name,  home  address,  home  phone,  position  title,  present  grade, 
date  of  preseat  grade,  date  of  birth,  place  of  birth,  marital  status, ' 
civO  service  status,  veteran  preference,  reserve  status,  social 
security  number,  education,  experience,  special  qualifications. 

Authority  for  asaintenaacc  of  the  system:  United  States  Code.  An¬ 
notated  Title  10  136B 

Routiac  uses  of  records  maintained  in  the  qrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  usm:  Used  by  the  Deputy 
Assistant  Secretary  for  personnel  information 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Paper  record  in  loose  leaf  binder. 

RetrievabilHy:  Ffled  chronologically  and  by  Directorate. 

Safeguards:  Building  employs  security  guard.  Binder  is  stored  in 
safe. 

Retention  and  disposal:  Data  is  updated  with  personnel  changes. 
Data  are  destroyed  through  normal  trash  disposal.  The  data  is  never 
moved  to  the  Federal  Records  Center,  Federal  Archives  and 
Record  Center,  National  Archives  or  other  designated  depository. 

System  managcr(s)  and  addrem:  Deputy  Assistant  Secretary 
(Program/Budget) 

Notification  procedure:  Information  may  be  obtained  from: 
ODASD  Administration,  Personnel  Office 
Room  3A346 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/697-1739 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  CXfice  of  Deputy  Assistant  Secretary  (Program/ 
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Budget)/Office  of  tbe  AtmUot  Secretary  of  Defense  (Comptroller), 
Room  3E838g  Pentagon,  Washington,  D.C.,  20301 
Contesting  record  procedares:  Contest  to  file  may  be  filed  with 
Deputy  Assistant  S^retary  of  Defense  (Program/Budgctl/OASD 
(Comptroller),  Room  3E838,  Pentagon,  Washington,  D.C.,  20301 
Record  source  categories:  File  contents  obtained  from  personnel 
file  Office  Secretary  of  Defense,  Personnel  Data. 

Systems  eiempted  from  certain  prorWons  of  the  act:  None 
DCOMP  PB02 

System  name:  Personnel  Roster 

System  location:  Primary  System-Office  of  Deputy  Assistant 
Secretary  of  Defense  (Program/Budget)/Office  of  the  Assistant 
Secretary  of  Defense  (Comptroller),  Directorate  (or  Procurement 
Categories  of  ksdividnals  covered  by  the  system:  All  civilian  per¬ 
sonnel  assigned  to  the  Directorate  for  Procurement. 

Categories  of  records  in  the  system:  System  contains  personnel 
name,  address,  phone,  name  of  relative  in  case  of  emergency, 
name  and  phone  of  doctor,  personal  history. 

Aathorlty  (or  maintenance  of  tbe  system:  United  States  Code  An- 
nouted  Title  10,  I36B. 

Rontlnc  uses  of  records  maintained  in  the  system,  including  catego- 
rim  of  users  and  tbe  purposes  of  such  uses:  Used  by  the  Director  of 
Procurement  for  Personnel  Information. 

Policies  and  practices  for  storing,*  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Paper  records  in  loose  leaf  binder.  ' 

Retiievablllty:  Filed  alphabetically  by  last  name. 

Safeguards:  Building  employs  security  guard.  Folder  is  stored  in 
safe. 

Retention  and  disposal:  Data  is  updated  with  personnel  changes. 
Data  are  destroyed  through  normal  trash  disposal.  The  data  is  never 
moved  to  the  Federal  Records  Center,  Federal  Archives  and 
Record  Center,  National  Archives  or  other  designated  depository. 
SysSem  maaagcr(s)  and  nddress:  Director  for  Procurement 
Nstl(i>.ntiun  procedure:  Information  may  be  obtained  from; 

ODASD  Administration,  Personnel  Office 
Room  3A346 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/697-1759 
Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to:  Directorate  for  Procurement,  ODASD  (P/B)/ 
OASIXC),  Room  3D883,  Pentagon,  Washington,  D.C.  20301 
Coatsstiag  record  procodures:  Contest  to  file  may  be  filed  with 
Deputy  Secretary  of  Defense  (Program/Budget)  Office  of  Assistant 
Secretary  of  Defense  (Comptroller),  Room  3E838,  Pentagon, 
Washington,  D.C.  20301. 

Record  source  categories:  Roster  contents  obtained  from  Person¬ 
nel  file.  Office  Secretary  of  Defense,  Personnel  Data  and  individual 
personnel. 

Systems  exempted  from  certain  provbioas  of  tbe  act:  None 
DCOMP  PB03 

System  name:  Personnel  Roster 

System  location:  Primary  System-Office  of  Deputy  Assistant 
Secretary  of  Defense  (Program/Budget)/Office  of  Assistant  Secreta¬ 
ry  of  Defense  (Comptroller),  Directorate  for  Research  and 
Development. 

Categories  of  individuals  covered  by  the  system:  AD  civilian  per¬ 
sonnel  assigned  to  the  Directorate  for  Research  and  Development. 

Categories  of  records  in  the  system:  System  contains  personnel  so¬ 
cial  security  number,  name,  date  of  birth,  grade,  step,  position 
number,  date  of  grade,  date  of  step,  position  title,  service  computa¬ 
tion  date,  veteran  preference,  job  series,  present  salary,  salary  next 
level. 

Authority  (or  usaintenaacc  of  the  system:  United  States  Code  An¬ 
notated  Title  10,  136B 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
lies  of  users  and  tbe  purposes  of  such  uses:  Used  by  the  Director  for 
Research  and  Development  for  personnel  information. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  rcUining, 
and  disposiBg  of  rocords  tai  tbe  system: 

Storage:  Paper  records  in  file  folder. 


Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Building  employs  security  guard.  Folder  is  stored  in 
safe. 

Retcatioa  aad  dispoeal:  Data  is  updated  with  personnel  changes. 
Data  are  destroyed  through  normal  trash  disposal.  The  data  is  never 
moved  to  the  Federal  Records  Center,  Federal  Archives  and 
Record  Centers,  National  Archives  or  Other  designated  depository. 

System  maaagcr(s)  and  ad^rem:  Director  (or  Research  and 
Development 

Notification  procedure:  Information  may  be  obtained  from: 

ODASD  Administration,  Personnel  Office 

Room  3A346 

Pentagon  Building 

Washington,  D.C.  20301 

Telephone:  Area  Code  202/697-1759 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Directorate  for  Research  and  Development,  ODASD 
(P/B)/OASD(C),  Room  3A862,  Pentagon,  Washington,  D.  C.,  20301 

Contesting  record  procedures:  Contest  may  be  filed  with  Director 
for  Research  and  Dievelopment,  ODASD  (P/B)/OASD  (C),  Room 
3A862,  Pentagon,  Washington,  D.  C.  20301. 

Record  source  categorim:  Roster  contents  obtained  from  person¬ 
nel  file  Office  Secretary  of  Defense,  Personnel  Data. 

Systems  exempted  from  certain  provisious  of  tbe  act:  NONE 
DCOMP  PB04 

System  name:  Personnel  Roster 

System  location:  Primary  System-Office  of  Deputy  Assistant 
Secretary  of  Defense  (Program /Budget)/Off ice  of  Assistant  Secreta¬ 
ry  of  Defense  (Comptroller),  Directorate  for  Program  aad  Financial 
Control 

CategoriM  of  individuals  covered  by  tbe  system:  AD  civilian  per¬ 
sonnel  assigned  to  the  Directorate  for  Program  and  Financial  Con¬ 
trol 

Categories  of  records  in  the  system:  System  contains  personnel 
name,  position  title,  series/grade,  position  description  number, 
security  classification,  age,  years  of  service,  veteran  preference. 

Antbofity  (or  maiatenaace  of  tbe  system:  United  States  Code  An¬ 
notated  TiUe  10,  136B. 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  Used  by  the  Director  for 
Program  and  Financi^  Control  for  personnel  information. 

Polidea  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  loose  leaf  binder. 

Retrievability:  Filed  alphabetically  by  last  name. 

Safeguards:  Building  employs  security  guard.  Binder  is  stored  in 
safe. 

Retention  and  disposal:  Data  is  updated  with  personnel  changes. 
Data  are  destroyed  through  normal  trash  disposal.  The  data  is  never 
moved  to  the  Federal  Records  Center,  Federal  Archives  and 
Record  Center,  National  Archives  or  other  designated  depository. 

System  managcr(s)  aad  addrem:  Director  for  Program  and  Finan¬ 
cial  Control 

Notificatioa  procedure:  Information  may  be  obtained  from: 
ODASD  Administration,  Personnel  Office 
Room  3A346 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/697-1759 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Directorate  (or  Program  and  Financial  Control, 
ODASD  (P/B)/OASD  (C),  Room  3B857,  Pentagon,  Washington,  D. 
C.,  20301. 

Contesting  record  procedures:  Contest  to  roster  may  be  filed  with 
Director  for  Program  and  Financial  Control,  ODASD  (P/B)/ 
OASD(C),  Room  3B8S7,  Pentagon,  Washington,  D.C.,  20301. 

Record  source  categories:  Roster  contents  obtained  from  person¬ 
nel  file  Office  Secretary  of  Defense,  personnel  data. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DCOMP  POl 

System  name:  Supergrade  Correspondence,  Reports,  and  Case  Files 

System  locathm:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
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PRIVACY  ACT  ISSUANCES 


Catcgorto  of  todhrldaols  covtrcd  by  tbc  tystMi:  Any  candidate 
who  is  Dcing  recommended  for  an  executive  level  position. 

Catcforics  of  records  In  tbc  system:  File  contains  copy  of  in- 
dividu^s  SF-171,  position  description,  organizational  chart,  applica¬ 
ble  CSC  forms.  SF-I61  or  161A.  correspondence  between 
Directorate  for  Personnel  and  CSC.  management  officials  and  other 
selected  documents. 

Aotborlty  for  mafatcnancc  of  tbc  system:  S-USC  301 

Rootine  otes  of  records  maintained  In  tbc  system,  including  entego- 
rics  of  users  and  tbc  pnrpoocs  of  soeb  uses:  Directorate  for  Person- 
nei-to  maintain  a  case  file  of  background  information  for  each  ex¬ 
ecutive  level  request,  both  approved  and  disapproved.  DARPA. 
DSAA,  OJCS,  OlAF.  and  Office  of  Dependents  Education,  and  the 
Civil  Service  Commission  for  information  necessary  for  the  Com¬ 
mission  to  carry  out  its  Government-wide  personnel  management 
functions  is  part  of  routine  use. 

Policies  and  practices  for  storing,  retrieving,  ncccssing,  retaining, 
and  disposing  of  records  In  tbc  system: 

Stnmgc:  Paper  records  in  file  folders 

Rctrlevability:  Filed  by  organization,  then  alphabeticaUy  by  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened  and  trained. 

Retentioa  and  dtsposal:  Ffles  maintained  indefinitely. 

System  maaagcr(s)  and  addrem:  Director  of  Personnel,  OSD. 
Room  3B-347,  Pentagon.  Washington,  D.  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel.  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D.  C.  20301 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Coatestiag  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individaul  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  entegories:  SF-171  from  individual,  other  material 
obtained  from  personnel  office,  records  and  statements  from 
management  officials. 

Systems  exempted  from  certain  provkions  of  tbc  act:  NONE 
DCOMP  P«2 

System  name:  Job  Opportunity  Announcements 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington.  D.  C.  20301 

Categories  of  individuals  covered  by  tbe  system:  Any  applicant  for 
employment  who  applies  for  a  specific  vacancy. 

Categories  of  records  in  tbc  system:  File  contains  copies  of  SF- 
171 's  plus  any  attachments  submitted  by  applicant,  copies  of  super¬ 
visory  appraisals,  copies  of  Job  Opportunity  Announcement, 
original  certificate  of  eligibles,  rating  sheet  for  all  applicants,  rating 
schedule  or  definition  of  'best  quatified'  and  copies  of  non-selec¬ 
tion  and  not  certified  letters. 

Antbortty  for  maintenance  of  tbc  system:  S  USC  3301 

Routine  uses  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  tbc  purposes  of  sneb  uses:  Personnel  Directorate: 
To  advertise  vacant  positions  and  to  solicit  appUcations  for  employ¬ 
ment  from  qualified  individuals  for  organizations  serviced.  DARPA, 
DSAA.  OJCS,  OLAF  and  Office  of  Dependents  Education  is  part 
of  routine  use. 

Policies  and  practices  for  storing,  retrieving,  acccssiag,  retaining, 
and  disposing  of  records  in  tbc  system:  Applications  retained  until 
selection  is  made  and  file  closed.  Then  destroyed.  Completed  file 
disposed  of  in  two  years  or  CSC  inspection,  whichever  earlier. 

Storage:  Paper  records  in  file  folders 

RctrievabilHy:  Filed  by  Job  Opportunity  Announcement  number 
and  title. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinet  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened  and  trained. 

Retentioa  and  disposal:  Records  are  maintained  for  a  two  year 
period  or  Civil  Service  Commission  inspection,  whichever  occurs 
earlier.  Then  they  are  destroyed. 

System  managerfs)  and  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 


NotMcatina  pmccdnrc:  Information  may  be  obtained  from: 
Directorate  for  Personnel.  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D.  C.  20301 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  and  related  forms  from  in¬ 
dividual  applying  for  position,  supervisory  appraisals  from  current 
or  previous  employers,  forms  completed  by  persons  whose  names 
are  given  as  reference,  ratings  and  correspondence  from 
Directorate  for  Personnel. 

Systems  exempted  from  certain  provisions  of  tbc  act:  NONE 
DCOMP  P03 

System  name:  DoD  Program  for  Stability  of  Civilian  Employment 
System  locatioa:  Directorate  for  Personnel.  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  individuals  covered  by  the  system:  Employees  of 
OSD  who  have  been  affected  by  Reduction-in-Force  and  who  were 
eligible  and  elected  to  register  in  the  program  and  employees  and 
reinstatement  eligibles  who  registered  for  overseas  employment 
consideration. 

Categories  of  records  in  tbc  system:  Standard  Form  171,  registra¬ 
tion  form,  computer  printed  resume  and  related  forms. 

Authority  for  maintenance  of  the  system:  3  USC  3301 
Routine  uses  of  records  maintained  In  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Civilian  Personnel  Of¬ 
fices  throughout  Defense  Department-to  maintain  a  record  of  per¬ 
sons  registered  into  program  by  this  office.  Central  Referral  Activi¬ 
ty,  Dayton,  Ohio  maintains  automated  system  and  refers  eligible 
employees  to  other  DoD  activities  as  required  by  regulation. 
DARPA,  DSAA,  OJCS,  OlAF  and  Office  of  Dependents  Education 
is  part  of  routine  use. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  tbc  system:  Folders  maintained  in  active 
file  until  employee  is  either  placed  or  declines  placement  or  eligi¬ 
bility  expires,  tten  moved  to  inactive  file.  Files  maintained  for  two 
years  from  date  dropped  from  the  program. 

Storage:  Paper  records  in  file  folders. 

RctiievabiUty:  Filed  by  name,  alphabetically. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets  in  the  areas  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened  and  trained. 

Retention  and  disposal:  Files  are  maintained  for  a  two  year  period 
from  the  date  the  person  is  dropped  from  the  system,  then  they  are 
destroyed. 

System  managerfs)  and  addrem:  Director  of  Personnel,  OSD. 
Room  3B-347,  Pentagon.  Washington.  D.  C.  20301 
Notificatioa  procedure:  Information  may  be  obtained  from: 
Directorate*  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D. C.  20301 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Application  and  related  forms  from  in¬ 
dividual,'  registration  forms  completed  by  Personnel  Operations 
Division,  Resume  and  related  automated  forms  furnished  by  Cen¬ 
tral  Referral  Activity,  Dayton,  Ohio.  ' 

Systems  exempted  from  certain  provisiotts  of  the  act:  NONE 
DCOMP  P04 

System  name:  Reduction-In-Force  Case  Files 
System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  individuals  eovered  by  tbe  system:  Civilian  em¬ 
ployees  serviced  by  OSD  SYSMANAGER  who  have  been  reached 
for  reduction-in-force  actions. 

Categories  of  records  in  the  system:  Copies  of  retention  registers, 
letters  from  management  officials,  letters  prepared  by  Personnel  to 
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individual  regarding  type  of  action  required,  copies  of  Standard 
Form  ni'an  correspondence  from  individual  concerned  and  other 
miscellaneous  correspondence  concerning  the  specific  action. 

Authority  for  maintenance  of  the  system:  3  USC  1302,  3302 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  a  case  file 
on  each  reduction-in-force  situation  in  serviced  organizations  for 
record  purposes  of  SYSMANAGER.  Background  information  for 
the  Civil  Service  Commission  in  case  of  appeal.  Review  by  OSD 
management  officials  in  cases  of  questions  of  qualifications. 
DARPA,  DSAA,  OJCS,  OIAF  and  Office  of  Dependents  Education 
is  part  of  routine  use. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Filed  alphabetically  by  last 
name.  Destroy  two  years  after  case  is  closed. 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name.  Destroy  two 
years  after  case  is  closed. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened  and  trained. 

Retentloa  and  disposal:  Destroy  two  years  after  case  is  closed. 

System  managers)  and  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

Notificatloa  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel.  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER.. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Letters  to  individuals  originated  by  Per¬ 
sonnel.  Retention  Registers  furnished  by  Personnel,  correspon¬ 
dence  from  management  officials,  correspondence  from  individual 
concerned,  correspondence  from  Civil  Service  Commission  and 
correspondence  from  appeals  examiner  in  case  of  an  appeal. 

Systems  exempted  from  certain  provWons  of  the  act:  NONE 
DCOMP  P05 

System  name:  Roster  of  When  Actually  Employed  Employees 

System  location:  Directorate  for  Personnel,  OSD.  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  individuals  covered  by  the  system:  Clerical  civilian 
employees  employed  by  the  Office  of  the  Secretary  of  Defense  on 
a  'when  actually  employed'  basis. 

Categories  of  records  in  the  system:  Alphabetical  list  of  employees 
and  3x5  card  file  also  filed  alphabetically.  Request  from  manage¬ 
ment  for  services  of  When  Actually  Employed  employee. 

Authority  for  maintenance  of  the  system:  3  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  in  CivUian  Per¬ 
sonnel  Directorate  to  maintain  record  of  WAE  clerical  employees, 
where  they  are  assigned,  working  hours,  contact  address  and 
telephone  number,  title  and  grade  of  their  position  and  type  of 
security  clearance. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Alphabetical  list  maintain^ 
in  three-ring  binder,  updated  as  changes  occur.  3x3  cards  main¬ 
tained  in  same  manner.  Requests  from  management  retained  untfl 
requirements  completed. 

Storage:  Paper  records  in  notebook  and  card  file. 

Retrievability:  Information  retrieved  alphabetkallyrby  last  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened  and  trained. 

Retention  and  disposal:  Information  maintained  on  a  current  basis 
only. 

System  managerfs)  and  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington.  D.  C.  20301 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D.  C.  20301 


Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER^ 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  obtained  from  individuals 
Official  Personnel  Folder  and  individual  concerned.  / 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  PM 

System  name:  DoD-Wide  Civilian  Career  Program  for  Comp¬ 
troller/Financial  Management  Personnel 
System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  individuals  covered  by  the  system:  All  employees  in 
organizations  serviced  by  SYSMANAGER  who  are  eligible  for  GS- 
14  and  above  vacancies  in  (he  following  job  classification  series: 
501,  504,  503,  510  and  560,  and  positions  of  Comptroller  or  Deputy 
Comptroller  regardless  of  series. 

Categories  of  records  in  the  system:  Standard  Form  17rs,  super¬ 
visory  appraisals  and  copy  of  Job  Opportunity  Announcement. 
Authority  for  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Applications  are  ac¬ 
cepted  for  referral  for  current  vacancies,  located  at  the  Office  of 
the  Secretary  of  Defense  or  other  Department  of  Defense  com¬ 
ponents,  i.e..  Department  of  Army,  Department  of  Navy,  Depart¬ 
ment  of  Air  Force,  Defense  Communications  Agency,  Defense 
Contract  Audit  Agency,  Defense  Intelligence  Agency,  Defense 
Mapping  Agency,  Defense  Nuclear  Agency,  Defense  Supply  Agen¬ 
cy  and  Defense  Investigative  Service.  DARPA,  DSAA,  OJCS, 
OIAF  and  Office  of  Dependents  Education  are  part  of  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Applications  filed  in  folders 
by  title  and  grade  level  of  position.  Supervisory  career  appraisals 
filed  with  application. 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Information  located  by  title  and  series  of  vacancy 
applied  for. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets  in  areas  accessible  only  to  authorized  person¬ 
nel  who  are  properly  screened  and  trained. 

Retention  and  disposal:  Applications  retained  until  position  filled. 
Applications  of  non-selected  candidates  returned  to  them.  Applica¬ 
tion  of  selectee  filed  in  official  Personnel  Folder  or  returned  to  can¬ 
didate  if  up-to-date  application  on  file. 

System  managerfs)  and  address:  Director  of  Personnel.  OSD, 
Room  3B-347,  Pentagon,  Washington.  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Applications  from  individuals,  super¬ 
visory  appraisals  from  current  and  former  supervisors,  information 
for  Job  Opportunity  Announcements  from  Department  of  Defense 
Agency  with  vacancy. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P07 

System  name:  Incentive  Awards  Records 
System  locatioa:  Directorate  for  Personnel,  OSD.  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  iadividnals  covered  by  the  system:  Civilian  Em¬ 
ployees  recommended  for  awards:  Quality  Salxuy  Increases.  Out¬ 
standings,  Sustained  Superior  Work  Performance  Awards.  Secreta¬ 
ry  of  Defense  Meritorious  Civilian  Service  Award,  Department  of 
Defense  Distingtmhed  Civilian  Service  Award.  Department  of 
Defense  Distinguished  Public  Service  Award,  Secretary  of  Defense 
Outstanding  PuMk  Service  Award  and  various  non-government 
awards. 
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Categories  of  records  ta  tke  systeai:  Master  log  maintained  on 
above  awards,  copies  of  signed  citations  by  the  Secretary  of 
Defense,  nominations  which  contain  name,  grade  and  title,  period 
of  recommendation  and  assigned  activity.  Disclosure  file  main¬ 
tained  on  all  nominations  for  awards  which  require  name,  address, 
occupation,  telephone  number,  and  educational  background,  and 
are  submitted  to  non-govemment  agencies. 

Anthority  for  maintenance  of  the  system:  S  USC  4SI 

Routine  nses  of  records  maintained  in  the  system,  iacindiag  catego¬ 
ries  of  naers  and  the  purposes  of  such  uses:  Civilian  Personnel-to 
determine  eligibility  for  awards,  statistical  data  regarding  awards. 
Non-Government  agencies  which  offer  awards  programs  such  as 
the  William  A.  Jump  Memorial  Foundation,  the  Rockefeller  Public 
Service  Awards  Program,  and  the  Arthur  S.  Flemming  Awards 
Commission  The  Civil  Service  Commission  for  information  neces¬ 
sary  for  the  Commission  to  carry  out  its  Government-wide  person¬ 
nel  management  functions.  ,  * 

PoUrics  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  it  records  la  the  system:  To  provide  assistance  in 
writing  justifications  for  awards  and  to  process  the  awards  in  a 
reasonable  amount  of  time. 

Storage:  Metal  five  drawer  legal  size  file  cabinet. 

RetrievabiUty:  Filed  by  Fiscal  Year  with  a  master  log. 

Safegnards:  Building  patrolled  by  security  guards.  File  is  main¬ 
tained  in  an  area  which  is  secured  during  non-working  hours. 

Retention  and  disposnl:  Records  are  permanent.  Maintained  in  the 
Office  of  the  Secretary  of  Defense.  Directorate  for  Personnel  at  all 
times. 

System  manager(s)  and  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington.  D.  C.  20301 

Notification  procedare:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D.  C.  20301 

Record  access  procednres:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedares:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Recommendations  received  from  the 
Immediate  Office  of  the  Secretary  of  Defense,  Joint  Chiefs  of 
Staff,  all  Offices  of  the  Secretary  of  Defense  elements.  Military 
Departments,  Defense  Agencies,  private  citizens. 

Systems  exempted  from  ccrtala  prarisioas  of  the  act:  NONE 
DCO^P  P08 

System  name:  Worker's  Compensation-On-The-Job  Injuries  Report 
File 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
I*eatagon  Washington,  D.  C.  20301 

Categories  of  faidiTiduals  covered  by  the  system:  Civilian  em¬ 
ployees  injured  on  the  job. 

Categories  of  records  la  the  system:  Case  files  containing  required 
injury  reports  which  include  name,  SSN,  DOB,  telephone  number, 
type  of  injury,  address,  and  assigned  activity. 

Authority  for  maiatenance  of  the  system:  S  USC  8101 

Routine  uses  of  records  maiataiacd  in  the  system,  iaciudiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Director  for  Personnel 
and  Labor  Department  for  purposes  of  determining  eligibility  for 
Worker's  Compensation,  statistical  data  regarding  leave  taken  and 
to  review  cases  being  processed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  systM:  To  provide  assistance  in  sub¬ 
mitting  appropriate  forms  for  injuries. 

Storage:  Metal  five  drawer  legal  size  file  cabinet 

RetrievabiUty:  Filed  by  name  of  employee  with  card  index. 

Safeguards:  Building  patrolled  by  security  guards.  File  is  main¬ 
tained  in  an  area  which  is  secured  during  non-working  hours. 

Retentloa  and  dispoeal:  Files  are  permanent  Maintained  in  the 
Office  of  the  Secretary  of  Defense,  Directorate  for  Personnel  at  aB 
times. 

System  maaagerfs)  and  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 


Notificatioa  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon.  Washing¬ 
ton,  D.  C.  20301 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  a^ve  SYSMANAGER. 

Contestiag  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  soarce  categories:  Civilian  employees  of  the  Office  of  the 
Secretary  of  Defense  and  Organization  of  ^e  Joint  Chiefs  of  Staff. 

Systems  exempted  from  certain  provisiont  of  the  act:  NONE 
DCOMP  P« 

System  aaate:  Computer  Data  Base 

System  locatioB:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  individuals  covered  by  the  system:  All  civilian  em¬ 
ployees  serviced  by  Office  of  the  Assistant  Secretary  of  Defense 
(Comptroller),  Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Administration),  Directorate  for  Personnel. 

Categories  of  records  in  the  system:  The  following  data  is  stored 
in  addition  to  that  required  by  Civil  Service  Commission:  Position 
Number,  Position  Tenure,  Organization  Code,  Building  Code,  Date 
of  Last  Within  Grade  Increase,  Due  Date  for  Within  Grade  In¬ 
crease.  Highest  Grade  Held,  Date  of  Last  Promotion,  Expiration 
Date  of  Appointment  (If  applicable).  Nine  Month  Appraisal  Date 
(If  applicable).  Leave  Category,  Special  Category,  Type  of  Ap¬ 
pointment,  Date  of  Current  Appointment,  Marital  Status,  Legal  Re¬ 
sidence.  Security  Clearance  and  Health  Benefits  Status. 

Aathorlly  for  malatcaancc  ol  the  system:  EO  9830  and  3  USC  301 

Roatiac  asm  ol  records  maiataiacd  la  the  system,  incladiag  catego- 
rim  of  users  and  the  parpoom  of  such  asm:  Personnel  Directorate- 
Data  extracted  as  required  by  Civil  Service  Commission  for  Central 
Personnel  Data  FQe.  Certain  fields  used  as  required  for  statistical 
data.  Stored  data  printed  on  personnel  change  forms  to  report  a 
change  in  status  i.e..  Standard  Form  30,  DA  2313.  Extracts  of  data 
base  used  periodicaUy  to  insure  currency  of  files.  Alphabetic  loca¬ 
tor  to  verify  employment  organizational  staffing  summary. 

PoUdes  and  praetkm  for  storiag,  retrieving,  accemiag,  rctaiaiag, 
and  dispostag  of  records  ia  the  sy^m:  Used  daily  to  update  em¬ 
ployee's  records  as  changes  occur. 

Storage:  IBM  Computer  370 

RctrievaMlity:  Files  may  be  retrieved  and  sorted  by  any  field  in 
Data  Base. 

Sategaards:  Building  has  security  guards.  User  of  Data  Base  must 
have  a  'user  code’  in  order  to  be  admitted  access  to  computer 
room. 

Reteatioa  aad  dbpMl:  Records  are  permanent  and  current  as 
long  as  the  employee  is  employed. 

System  maaagerfs)  aad  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  I^ntagon,  Washington,  D.  C.  20301 

NodficatioB  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedarm:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

CoatestiBg  record  procedurm:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  soarce  categorim:  Processing  documents  initiated  by 
Directorate  for  Personnel  and  employee’s  Standard  Form  171. 

Systems  exempted  from  certaia  provisions  of  the  act:  NONE 
DCOMP  Pit 

System  name:  Training  File 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  kadividnals  covered  by  the  system:  Employees  apply¬ 
ing  for  Training  Programs. 

Categorim  of  records  ia  the  system:  Standard  Form  171,  Optional 
Form  37,  SD  Forms  446  and  447,  Training  Record  Card  Fde,  which 
contains  name,  social  security  number,  date  of  birth,  home  address, 
annual  salary,  and  office  and  home  telephone  number. 
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Aathority  for  ■■latcMocc  of  Um  sysUn:  S  USC  4101 
RooUbc  omi  of  record*  ■ofaitalacd  is  tkc  •yatca,  iacludiag  catego¬ 
ric*  of  B*cr*  aad  the  parpoac*  of  rack  a*c*:  The  Personnel 
Directorate  to  determine  eligibility  for  training  assignment*.  The 
Civil  Service  Commission  (or  information  necessary  for  the  Com¬ 
mission  to  carry  out  its  Government- wide  personnel  management 
functions. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  rctainfasg, 
and  disposing  it  records  in  the  system:  To  ensure  that  complete 
records  are  maintained  (or  program  evaluation  purposes. 

Storage:  Metal  five  drawer  legal  size  file  cabinet  without  lock. 
Retrievability:  Filed  by  training  program  name  and  employee 
.name. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  which  is  secured  during  non-working  hours. 

Retention  and  disposal:  Records  are  permanent.  Maintained  in  the 
Training  and  Career  Development  Branch  at  all  times. 

Systens  managerfs)  aad  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 
Notificatloa  procedure:  Information  may  be  obtained  from: 
Directorate  (or  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Employees  submit  application  forms. 
Systems  esempted  from  certain  provisioas  of  the  act:  NONE 
DCOMP  P12 

System  name:  Executive  Development  Programs  File 
System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  individuals  covered  by  the  system:  Employees  apply¬ 
ing  (or  executive  development  programs. 

Categories  of  records  in  the  system:  Optional  Form  69  individual 
development  plans,  SFI7t,  SF-59,  which  contain  name,  social 
security  number,  date  of  birth,  home  address,  annual  salary,  and 
office  and  home  telephone  number. 

Authority  (or  maintenance  of  the  system:  5USC  4101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Directorate-to 
determine  eligibility  for  specialized  development  programs.  The 
Civil  Service  Commission  for  information  necessary  for  the  Com¬ 
mission  to  carry  out  its  Government-wide  personnel  management 
functions. 

Policies  and  practices  (or  storing,  retrieving,  nccessing,  retaining, 
and  dlsposlag  of  records  In  the  sj^em:  To  ensure  that  complete 
records  are  maintained  for  program  evaluation  purposes. 

Storage:  Metal  five  drawer  legal  size  file  cabinet  without  lock 
Retrievability:  Filed  by  training  program  name  and  employee 
name. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  which  is  secured  during  non-working  hours. 

Retentloa  and  disposal:  Records  are  permanent.  Maintained  in  the 
Training  and  Career  Development  Branch  at  all  times. 

System  manager(s)  and  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 
Notificatloa  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Coatestlag  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Employees  submit  application  forms. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P13 

System  name:  Management  Intern  File 


System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347. 
Pentagon  Washington,  D.  C.  20301 
Categories  of  Individuals  covered  by  the  system:  Management 
trainees  on  rotational  assignments 
Categories  of  records  In  the  system:  Standard  Form  171  and 
Resumes  which  contain  name,  social  security  number,  date  and 
place  of  birth,  home  address,  annual  salary,  and  office  and  home 
telephone  number. 

Authority  (or  maintenance  of  the  system:  5  USC  3301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  end  the  purposes  of  such  uses:  Personnel  Directorate: 
for  purposes  of  determining  appropriate  rotational  assignment  of 
management  interns. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  To  ensure  that  complete 
records  are  maintained  for  trainee  evaluation. 

Storage:  Metal  five  drawer  legal  size  file  cabinet  without  lock 
Retrievability:  Filed  by  Trainee  Name. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  which  is  secured  during  non-working  hours. 

Retention  and  disposal:  Records  are  permanent.  Maintained  in  the 
Training  and  Career  Development  Branch  at  all  times. 

System  manager(s)  aad  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  obtained  from  employment 
applications  submitted  by  individual;  supervisory  evaluation  from 
previous  employeers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P14 

System  name:  Blood  Donor  Files 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  individuals  covered  by  the  system:  Any  blood  donor 
with  the  Office  of  the  Secretary  of  Defense  or  Organization  of  the 
Joint  Chiefs  of  Staff. 

Categories  of  records  in  the  system:  File  cards  contain  name,  rank 
(if  military),  duty  phone,  home  phone,  duty  activity  and  room 
number,  blood  type  and  dates  of  donations. 

Authority  (or  maintenance  of  the  system:  S  USC  301 
Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Military  Personnel  Divi- 
sion-to  determine  eligibility  for  blood  replacement.  To  provide 
source  of  contacts  for  emergency  blood  requirements.  To  determine 
eligibility  for  issuance  of  gallon  donor  certificates. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Weekly  screening  of  cards  to 
determine  if  individual  is  eligible  to  donate  blood. 

Storage:  3xS  Cardex  File. 

Retrievability:  Filed  alphabetically  by  last  name  of  donor. 
Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  accessible  only  to  authoi^ed  personnel. 

Retention  and  disposal:  Records  are  permanent  for  the  duration 
of  the  individual’s  participation  as  a  blo^  donor. 

System  manager(s)  and  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 
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PRIVACY  ACT  ISSUANCES 


Record  aoarcc  catoforks:  Civilun  Health  Clink-Peatagon  and  the 
individual  blood  donors. 

SystcM  eseni^ted  from  certain  provkioas  of  the  act:  NONE 
DCOMP  PIS 

System  name:  Department  of  Defense  Distinguished  Service  Medal 
Files 

System  lacatioa:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  Individuals  covered  by  the  system:  Personnel  recom¬ 
mended  for  the  Department  of  Defense  Distinguished  Service 
Medal 

Categories  of  records  in  the  system:  Master  Log,  copy  of  ap¬ 
proved  award  signed  by  the  Secretary  of  Defense,  which  contain 
name,  grade.  Office  of  the  Secretary  of  Defense  duty  title.  Office 
of  the  Secretary  of  Defense  duty  activity  and  period  of  assignment. 

Authority  for  maintcnaacc  of  the  system:  S  USC  301 

Roatiac  aacs  of  records  maiataiacd  la  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses;  Military  Personnel  Divi- 
sion-to  insare  that  certificate,  citation,  and  engraved  medrd  are  ob¬ 
tained  for  the  individual  receiving  award. 

Policies  aad  practices  for  storing,  rotrieviag,  accessing,  rctalniug, 
aad  disposing  of  records  In  the  system:  To  insure  that  all  records  are 
nuuntained  aial  to  insure  that  all  award  elements  rue  processed  in  a 
timely  manner. 

Storage;  Metal  five  drawer  legal  size  file  cabirmt  with  lock. 

RetrievaMlity:  Filed  by  case  number  with  a  master  log. 

Safegnards:  Building  has  security  guards.  File  is  maintained  in  an 
area  which  is  secured  during  non-working  hours. 

Retentioa  and  disposal:  Records  are  permanent.  Maintained  in  the 
Military  Personnel  Division  at  aH  times. 

System  managerfs)  and  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

NodHcatioa  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procednres:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Coatestiag  record  procedures:  The  agency^s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  cotKemed  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories;  Recommendations  received  from  the 
Immediate  Office  of  the  Secretary  of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  Pli 

System  name:  Joint  Service  Commendation  Medal  Recommenda¬ 
tions  File 

System  lacatioa;  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  Indhriduab  covered  hy  the  system:  AO  military  per¬ 
sonnel  recommended  for  the  Joint  Service  Commendation  Medal 

Categories  of  records  hi  the  system:  Original  recommendation,  ap¬ 
proval,  copy  of  orders,  and  forwarding  memorandum,  which  con¬ 
tain,  name,  grade,  social  security  account  number.  Office  of  the 
Secretary  of  Defense  duty  title.  Office  of  the  Secretary  Defense 
duty  activity,  home  address,  and  next  duty  assignment,  and  period 
of  assignment. 

AuthorMy  for  maintenance  of  the  system:  10  USC  1121 

Roatiac  uses  of  records  malntaiacd  in  the  system,  iucladiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Personnel  Divi- 
sion-to  insure  that  certificate,  citation,  orders,  and  medal  are  for¬ 
warded  to  individual  receiving  award.  Insure  that  copy  of  orders 
are  forwarded  for  individual  service  record. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  ^posing  of  records  M  the  system:  To  insure  that  al  records 
pertaining  to  the  Joint  Service  Commendation  Medal  are  up  to  date 
and  to  insure  that  all  award  elements  are  processed  in  a  timely 
manaer. 

Storage:  Metal  five  drawer  legal  size  nie  cabinet  with  lock. 

RetrievahlRty:  Filed  by  case  number  with  a  master  log. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  which  is  secured  during  non-working  hours. 


Retention  aad  disposal:  Records  are  permanent.  Maintained  for 
two  years  then  transferred  to  the  Federal  Record  Center,  Alexan¬ 
dria,  Virginia. 

System  maaageris)  aad  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeahag  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Recommendations  received  from  vari¬ 
ous  OSD/OJCS  related  activities. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P17 

System  name:  Assignment  Folders 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  hidividuals  covered  hy  the  system:  All  military  per¬ 
sonnel  currently  on  duty  with  the  Office  of  the  Secretary  of 
Defense. 

Categories  of  records  in  the  system:  File  folders  on  each  individual 
which  contains  all  pertinent  information  on  his  nomination,  selec¬ 
tion,  and  duty  tour  within  the  Office  of  the  Secretary  of  Defense. 

Authority  lor  maintcnaacc  of  the  system:  3  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Personnel  Divi- 
sion-to  have  a  basic  source  folder  of  military  personnel  assigned  to 
the  Office  of  the  Secretary  of  Defense  which  includes  name,  grade, 
social  security  number,  service,  previous  duty  station,  schooling, 
duty  title,  duty  activity,  and  other  pertinent  data  relating  to  the  in¬ 
dividuals  career  and  assignment  with  the  Office  of  the  Secretary  of 
Defense. 

Policies  and  practices  far  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  To  have  a  source  document 
pertaining  to  personnel  assigned  to  the  Office  of  the  Secretary  of 
Defense.  To  insure  that  a  folder  is  initiated  on  all  individuals  upon 
acceptance  for  assignment  to  the  Office  of  the  Secretary  of 
Defense. 

Storage:  Metal  five  drawer  file  cabinet  with  lock. 

RetrievabUity:  Filed  alphabetically  by  last  name. 

Safegnards;  Budding  has  security  guards.  Ffles  are  maintained  in 
an  area  that  is  secured  during  non-working  hours. 

Retention  and  disposal:  Records  are  retained  for  approximately 
six  months  after  individual’s  departure  then  they  are  destroyed. 

System  maaagerfs)  aad  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  is  provided  from  nomina¬ 
tion  folder  and  actions  initiated  by  the  Office  of  the  Secretary  of 
Defense. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
DCOMP  PIS 

System  name:  The  Office  of  the  Secretary  of  Defense  Identification 
Badge  Suspense  Card  System 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  individuals  covered  by  the  system:  All 
Army/Navy/Air  Force/Marine  Corps  personnel  assigned  to  the  Of¬ 
fice  of  the  Secretary  of  Defense. 
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Catcgorici  of  records  la  tkc  tyttcai:  All  personnel  who  are  eligible 
for  the  Office  of  the  Secretary  of  Defense  Identification  Badge 
after  being  assigned  on  permanent  duty  with  the  Office  of  the 
Secretary  of  Defense  for  a  period  of  one  year.  Data  includes 
names,  social  security  account  number.  The  Office  of  the  Secretary 
of  Defense  activity,  grade,  service,  and  dates. 

Authority  lor  malatcnaacc  of  the  system:  10  USC  II2S 

Routine  uses  of  records  malalalacd  In  the  system,  lacindlag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Personnel  Divi- 
sion-to  establish  who  is  eligible  for  the  Office  of  the  Secretary  of 
Defense  Identification  Badge  after  being  assigned  to  an  authorized 
space  in  the  Office  of  the  Secretary  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system:  Issuance  of  the  Office  of  the 
Secretary  of  Defense  Identification  Badges  at  end  of  each  month 
for  eligible  personnel. 

Storage:  3x5  Cardex  File 

Retrievability:  Filed  alphabetically  by  last  name  of  recipient. 

Safegnards:  Building  has  security  guards-Office  locked  during 
non-working  hours. 

Retention  and  dispel:  Records  are  permanent.  Maintained  in  the 
Military  Personnel  Division  at  all  times. 

System  managerfs)  and  addrem:  Director  of  Personnel,  OSD,' 
Room  3B-347,  Pentagon.  Washington,  D.  C.  20301 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD.  Room  3B-347.  Pentagon,  Washing¬ 
ton.  D. C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Written  or  verbal  inquiries. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P19 

System  name:  General/Flag  Officer  Files 

System  location:  Directorate  for  Personnel,  OSD.  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  ladividnals  covered  by  the  system:  Ail  General/Flag 
Officers  assigned  to  the  Office  of  the  Secretary  of  Defense.  Or¬ 
ganization  of  the  Joint  Chiefs  of  Staff  and  Defense  Agencies. 

Categories  of  records  In  the  system:  Separate  file  on  each 
General/Flag  officer  position  in  the  Office  of  the  Secretary  of 
Defense  and  the  Organization  of  the  Joint  Chiefs  of  Staff  and 
Defense  Agencies.  Each  file  contains  information  on  the  position 
(SD  Form  37,  Position  Description)  and  information  on  the  General 
or  Flag  officer  filling  the  position,  to  include  all  correspondence 
nominating  him  for  the  position  and  a  summary  of  his  military 
record,  including  prior  assignments,  awards  etc. 

Authority  for  maintenance  of  the  system:  S  USC  301 

Routine  uses  of  records  maintained  la  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purpoM  of  such  usos:  To  provide  a  centralized 
file  to  incorporate  all  staffing  and  personnel  correspondence  dealing 
with  General/Flag  officer  positions  and  incumbents  in  the  Office  of 
the  Secretary  of  Defense,  Organization  of  the  Joint  Chiefs  of  Staff 
and  Defense  Agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system:  Maintain  files  and  update  as 
correspondence  relating  to  the  General/Flag  officer  position  as  it 
comes  in. 

Storage:  Metal  five  drawer  file  cabinet  with  lock. 

Retrievability:  FQed  by  organization  and  position. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  that  is  secured  during  non-working  hours. 

Retention  and  disposal:  Records  are  permanent.  Maintained  in  the 
Military  Personnel  Division  at  all  times. 

System  managerfs)  and  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

Notificatioa  procednre:  Information  may  be  obtained  from: 
Directorate  for  Personnel.  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 


Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  All  documents  relating  to  General/Flag 
officers  and/or  their  positions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P20 

System  name:  Report  of  Personnel  Assigned  Outside  of  Department 
of  Defense 

System  location:  Directorate  for  Personnel,  OSD.  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  indivMnals  covered  by  the  system:  All  Department  of 
Defense  personnel  working  in  any  organization  outside  the  realm  of 
the  Department  of  Defense. 

Categories  of  records  in  the  system:  Reflects  personnel  and  assign¬ 
ment  data  in  each  Department  of  Defense  personnel  working  out¬ 
side  the  Department  of  Defense.  This  data  includes  name  of  in¬ 
dividual.  rank,  social  security  number,  service  (GS  rating  if 
civilian),  organization  be  is  in  and  title  of  his  job.  Also,  included  it 
the  date  of  assignment  and  projected  lots  date  of  the  individual 
concerned.  The  report  alto  reflects  in  each  case  whether  or  not  the 
position  it  reimbursable  or  not. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  a  central  De¬ 
partment  of  Defense  record  of  what  the  Department  of  Defense 
personnel  are  working  outside  the  Department  of  Defense  and  for 
what  organization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  This  report  is  updated  quar¬ 
terly,  based  on  information  obtained  from  the  military  departments. 

Storage:  Metal  five  drawer  file  cabinet  with  lock. 

Retrievability:  Filed  by  month  and  year  of  report 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  that  is  secured  during  non-working  hours. 

Retention  and  disposal:  Records  are  permanent.  Maintained  in  the 
Military  Personnel  Division  at  all  times. 

System  manager(s)  and  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Quarterly  reports  received  from  the 
military  departments. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P21 

System  name:  Duty  Status  Cards 

System  location:  Directorate  for  Personnel.  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  currently  on  duty  with  the  Office  of  the  Secretary  of 
Defense  and  all  military  personnel  who  have  departed  the  Office  of 
the  Secretary  of  Defense. 

Categories  of  records  in  the  system:  5x8  cards  which  include 
name,  grade,  social  security  account  number,  service,  duty  title, 
duty  activity,  and  other  related  information  pertaining  to  the  in¬ 
dividuals  duty  assignment  with  the  Office  of  the  Secretary  of 
Defense. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  users  and  the  purposes  M  such  uses:  Military  Personnel  Divi¬ 
sion-Duty  tour  suspense,  personnel  requisition  suspense,  locator 
index  of  personnel  who  have  departed  from  the  Office  of  the 
Secretary  of  Defense,  and  record  of  individuals  duty  status  within 
the  Office  of  the  Secretary  of  Defense,  and  other  related  informa¬ 
tion. 
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Mtdn  aad  ^ractkn  for  atorfog,  rcUfovfog,  accaMfof,  rrfofofog, 
nd  dlrpaafog  ml  rrcfdi  is  Um  ■>■!«■:  To  have  a  basic  source  docu- 
meot  for  aiilitary  persoaael  on  duty  with  the  Office  of  the  Secreta¬ 
ry  of  Defense.  To  insure  that  a  status  card  is  initiated  on  all  milita¬ 
ry  personnel  (permanent  and  temporary)  upon  arrival  to  the  Office 
of  the  Secretary  of  Defense. 

Storage:  Metal  file  cabinet 
Retrievabilhy:  Filed  alphabetically  by  last  name 
Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  that  is  secured  during  non-working  hours. 

Retention  and  dkpaeali  Records  are  permanent.  Maintained  in 
Mibtary  Personnel  Division  permanently. 

System  managerts)  and  addrem:  Director  of  Personnel,  OSD. 
Room  3B-347,  Pentagon.  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD.  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D.  C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Information  provided  by  the  nomination 
folder  and  from  the  individual  being  assigned. 

Systems  esempted  from  certain  provisioas  of  the  act:  NONE 
DCOMP  P22 

System  name:  General/Flag  Officer  Roster 
System  locatina:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington.  D.  C.  20301 
Categories  of  IndivMnals  covered  by  the  syriem:  All  General  and 
Flag  Officers  assigned  to  the  Office  of  the  Secretary  of  Defense. 
Organization  of  the  Joint  Chiefs  of  Staff  and  the  Defense  Agencies. 

Categories  of  records  la  the  system:  Contains  data  on  each 
General/Flag  ofHcer  position  in  ^e  Office  of  the  Secretary  of 
Defense,  Organization  of  the  Joint  Chiefs  of  Staff  and  the  Defense 
Agencies.  Position  information  included  Organization  and  Title  of 
Position,  Authorized  Grade  and  Service  and  Rotation  sequence 
among  the  services.  Information  on  the  individual  includes;  Name, 
rank,  assigned  grade  and  service,  social  security  number,  date  as¬ 
signed,  projected  loss  date  and  date  of  rank. 

Antharily  for  maintenance  of  the  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  Inclnding  catego- 
rias  of  aaors  and  the  purpasos  of  such  uses:  To  provide  centralized 
base  for  recording  al  General/Flag  officer  staffing  changes  in  the 
Office  of  the  Secretary  of  Defense.  Organization  of  the  Joint 
Chiefs  of  Staff  and  the  Defense  Agencies  with  regard  to:  Roquisi- 
tioning  of  personnel,  notification  of  arrival  and  departure  of  per¬ 
sonnel  and  changes  in  pertinent  personnel  data.  To  provide  per¬ 
tinent  data  for  use  in  the  Department  of  Defense  wide  General/Flag 
officer  reduction  program. 

Pnliclcs  and  practices  for  storing,  retrieving,  accessing,  retainiag, 
and  disposing  of  records  fas  the  system:  Computer  printout  updated 
quarterly. 

Storage:  Printouts  filed  in  secured  metal  cabinets. 

RctrlcvabiUty:  Filed  by  month  and  year  of  issue. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  that  is  secured  during  non-working  hours. 

Retention  and  di^K>sal:  Records  are  permanent. 

System  managerfs)  and  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 
Nottfleation  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D. C.  20301 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contestiag  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  calegsries:  All  personnel  and  assignment  actions 
rebting  to  General  and  Flag  officer  positions  and  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


DCOMP  P23 

System  name:  Roster  of  Military  Personnel 
System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  assigned  to  the  Office  of  the  Secretary  of  Defense 
Categories  of  records  in  the  system:  Computer  printout  reflects 
data  in  each  position  in  the  Office  of  the  Secretary  of  Defense  and 
the  individual  filling  H.  Position  information  includes  organization 
and  title  of  position,  authorized  grade,  authorized  service  and  the 
military  class  code  of  the  position.  Information  on  the  individual  in¬ 
cludes  name,  rank,  social  security  number,  date  of  rank,  service, 
date  assigned  to  the  Office  of  the  Secretary  of  Defense  and  their 
projected  loss  date. 

Authority  tor  maintenance  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Personnel  Divi¬ 
sion/All  of  the  Office  of  the  Secretary  of  Defense  Activities/And 
the  Military  Departments-to  provide  a  base  for  recording  all  milita¬ 
ry  personnel  changes  in  the  Office  of  the  Secretary  of  Defense  with 
regard  to:  requisitioning  personnel,  notification  of  their  arrival,  all 
changes  in  rank,  date  of  rank,  dates  of  arrival  and  departure.  For 
use  by  the  service  desks  in  the  Office  of  the  Secretary  of  Defense 
Military  Personnel  Division  to  facilitate  personnel  records  checks 
and  various  military  personnel  staffing  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainiag, 
and  disposing  of  records  in  the  system:  Computer  printout  updated 
monthly-copies  sent  to  military  departments  and  all  activities  within 
the  Office  of  the  Secretary  of  Defense  for  information  and  manning 
purposes. 

Storage:  Metal  five  drawer  file  cabmel  with  lock. 

Retrievability:  Filed  by  month  and  year  of  issue. 

Safeguards:  Building  has  security  guards.  File  is  maintained  in  an 
area  that  is  secured  during  non-working  hours. 

Retention  and  disposal:  Records  arc  permanent.  Maintained  in  the 
Military  Personnel  Division  at  all  times. 

System  managerfs)  and  addrem:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 
Notifkatipn  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton.  D.  C.  20301 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appeahag  initial  determina¬ 
tions  by  the  mdividual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  AO  personnel  and  assignment  related 
actions  initiated  in/out  of  the  Office  of  the  Secretary  of  Defense. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P24 

System  name:  Navy  Officer  Personnel  Service  Records. 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 
Categories  of  individuals  covered  by  the  system:  Navy  Officer  Per¬ 
sonnel  currently  assigned  to  the  Office  of  the  Secretary  of  Defense 
for  duty. 

Categories  of  records  in  the  system:  Personnel  records  reflecting 
the  career  history  of  individual. 

Authority  for  maintenance  orihe  system:  S  USC  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Military  Personnel  Divi- 
sion-Provides  a  basic  source  of  information  on  career  history  and 
other  pertinent  data  relating  to  the  individuals  previous  duty  sta¬ 
tions,  schooling  and  assignment  with  the  Office  of  the  Secretary  of 
Defense.  Defense  and  Navy  Investigative  Service-for  personal 
security  eligibibty. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  To  insure  that  all  information 
pertaining  to  the  individuals  military  career  is  kept  current. 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  Inst  name. 
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Safcfaarda:  Building  employt  security  guards.  Records  main- 
tained  in  locked  cabinet  in  an  area  that  is  secured  during  non-work¬ 
ing  hours. 

Rctcution  and  dbfMsal:  Records  are  retained  only  while  officer  is 
assigned  to  duty  with  the  Office  of  the  Secretary  of  Defense.  Upon 
completion  of  duty,  the  records  accompany  officer  to  next  duty 
station.  Records  of  officers  that  retire  while  on  duty  with  the  Of¬ 
fice  of  the  Secretary  of  Defense  are  forwarded  to  the  Naval 
Reserve  Manpower  Center,  Bainbridge,  Maryland  21905. 

System  managcrfs)  and  addrcm:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

NetlHcatlna  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  access  procedures:  > Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contcstlag  record  prMcdurcs:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  eeurce  categories:  Forms  and  correspondence  prepared 
and  provided  by  the  individual  and  SYSMANAGER. 

Systcase  exempted  tmm  certain  provialoas  <d  the  act:  NONE 
DCOMP  P25 

System  name:  Overseas  Staffing  Filet 

System  location:  Directorate  for  Personnel,  OSD,  Room  3B-347, 
Pentagon  Washington,  D.  C.  20301 

Categories  of  ladhrlduals  covered  by  the  system:  Personnel  as¬ 
signed  to  positions  overseas. 

Categerles  of  records  in  the  system:  Standard  Form  Hi's,  SF- 
Il90’t,  travel  orders,  letters  to  Army  Finance  Office  concerning 
pay,  overseas  quarters  aDowances,  post  differentials,  etc..  Standard 
Form  52,  messages  concerning  the  individual's  return  rights,  home 
leave,  etc.,  to  and  from  overseas  area. 

Authority  for  maintenance  of  the  system:  5  USC  301 

Routlac  uses  of  records  maintained  la  the  system,  iadndfaig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  used  to  place 
individuals  in  overseas  positions  located  in  NATO,  DARPA,  Office 
of  the  Secretary  of  Defense. 

PoHdes  and  practices  for  storing,  retrieving,  accessing,  retalniag, 
and  disposing  of  records  la  the  system:  Applications  and  documents 
filed  in  folders  by  name  and  title  of  position. 

Storage:  Paper  records  in  file  folders. 

Rctiievablllty:  Filed  by  employee  name. 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  file  cabinets  in  areas  accessible  only  to  authorued  person¬ 
nel  who  arc  properiy  screened  and  trained. 

Retention  and  dlnpooal:  Retained  until  individual  returns  to  the 
United  States,  then  destroyed. 

System  maaagerfs)  and  addrcm:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon,  Washington,  D.  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Directorate  for  Personnel,  OSD,  Room  3B-347,  Pentagon,  Washing¬ 
ton,  D.  C.  20301 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  The  individual,  overseas  staff  office, 
other  Federal  Agency  offices. 

Systems  exempted  from  ccrtela  provisioBs  of  the  act:  NONE 
DCOMP  P2d 

System  name:  Protective  Services  File 

System  locatioB:  Physical  Security  Branch,  Security  Division, 
Directorate  for  Personnel,  Office  iSeputy  Assistant  Secretary  of 
Defense  (Administration),  Office  Assistant  Secretary  of  Defease 
(Comptroller),  Office  of  the  Secretary  of  Defense. 

Categories  of  Individuals  covered  by  the  system:  Any  individual 
who  hutiates  contact  with  the  Secretary  or  Deputy  Secretary  of 
Defense  in  person,  by  United  States  mail,  or  telephonkaDy  who 


may  possibly  pose  a  threat  to  the  personal  safety  of  the  Secretary 
or  Deputy  Secretary  of  Defense  or  other  United  States  Government 
Officials. 

Categories  of  records  in  the  system:  File  cards  containing  only 
data  provided  by  the  individual,  which  normally  includes  in- 
dividual's  name,  address,  type  of  communkation,  and  a  brkf 
description  of  the  message  the  individual  intended  to  relay  to  the 
offkiM  or  offkials  aoted. 

Authority  (or  maiatcnance  of  the  system:  5  USC  301 

Routlac  uses  of  records  matatalacd  in  the  system,  iacinding  catego¬ 
ries  of  users  and  the  purpoom  of  such  uses:  Physkal  Security 
Branch,  Security  Division,  Offke  of  the  Secretary  of  Dcfensc-to 
maintain  a  listing  of  those  individuals  who  may  pose  a  threat  to  the 
persona]  safety  of  the  Secretary  or  Deputy  Secretary  of  Defense  or 
other  United  States  Government  officials.  Routine  exchange  of  dau 
is  made  with  the  Unite'*  States  Secret  Scrvke. 

PoUcics  and  praetkm  lor  storing,  retrieving,  accessing,  retainiag, 
aad  disposing  of  records  in  the  system:  Fikd  by  name  and  by  re¬ 
sidence  of  the  sender,  caOer  or  visitor. 

Storage:  Vertkal  FUe  Cards. 

Retrievability:  By  name  and  by  residence  of  the  sender,  caUer  or 
visitor. 

Safeguards:  Secure  room. 

RetentioB  and  disposal:  Indefinite. 

System  managerfs)  aad  addrcm:  C!hkf.  Physical  Security  Branch, 
Security  Division,  Directoi.te  for  Personnel.  Offke  Deputy 
Assistant  Secretary  of  Defense  (Administration),  Offke  Assistant 
Secretary  of  Defense  (Comptroller),  Offke  of  the  Secretary  of 
Defense. 

Notificatka  procedure:  See  Exemption 

Record  accem  procedures:  Sec  Exemption 

Contestiag  record  procedures:  See  Exemption 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  USC  522a  (j)  or  (k)  as  appikabk. 
For  additional  information  contact  the  SYSMANAGER. 

DCOMP  P27 

System  name:  Pentagon  Building  Pass  Applkatkn  Fik 

System  locatioa:  Physkal  Security  Branch,  Security  Division, 
Directorate  for  Personnel,  Offke  Elcputy  Assistant  Secretary  of 
Defense  (Administration),  Offke,  Assistant  Secretary  of  Defense 
(Comptroller),  Offke  of  the  Secretary  of  Defense. 

Categories  of  individnais  covered  by  the  system:  Any  Offke  of  the 
Secretary  of  Defense  military  or  civilian  employee,  any  Defense 
contractor  associated  with  the  Offke  of  the  Secretary  of  Defense 
or  other  persons  who  have  reason  to  enter  the  Pentagon  for  offkial 
Office  of  the  Secretary  of  Defense  business  and  who  therefore 
require  an  entry  pass. 

Categories  ml  records  hi  the  system:  Fik  cards  containing  name, 
sponsoring  office  with  the  Offke  of  the  Secretary  of  Defense, 
height,  weight,  date  and  place  of  bhrth.  In  addition,  the  entry  pass 
identification  number  and  expiration  date  are  noted. 

Authority  (or  maintcnaacc  of  the  system:  5  USC  301 

Routine  uses  ml  records  maiutaiued  hi  the  system,  tuciadiag  catego¬ 
ries  of  users  aad  the  purposes  ol  such  uses:  Physical  Security 
Branch,  Security  Division,  Offke  of  the  Secretary  of  Defense-to 
maintain  a  listing  of  i^rsonnel  who  are  authorized  a  Pentagon 
building  pass  by  the  Offke  of  the  Secretary  of  Defense. 

Polkics  aad  practices  for  storing,  retrkviag,  accemiag,  rctaiaiag, 
and  disposing  of  records  ia  the  system:  Filed  by  the  individual's 
name  or  entry  pass  number. 

Storage:  3x5  fik  cards. 

Retrievability:  By  the  individual's  name  or  entry  pass  number. 

Safeguards:  Secure  room. 

Retention  aad  disposal:  Ffle  cards  are  destroyed  after  termination 
of  the  individual's  affiliation  with  the  OfGce  of  the  Secretary  of 
Defense. 

System  maaager(s)  and  addrcm:  Chkf,  Physkal  Security  Branch, 
Security  Division,  Directorate  for  Personnel,  Offke  of  the  Deputy 
Assistant  Secretary  of  Defense  (Administration),  Offke  of  the 
Assistant  Secretary  of  Defense  (Comptroller),  Office  of  the  Secre¬ 
tary  of  Defense. 
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consist  of  information  on  condition,  current  status,  and  progress  of 
employees  who  have  alcohol,  drug,  emotional,  or  other  job  per¬ 
formance  problems. 

Authority  tor  maintenance  of  the  aystcm:  Drug  Abuse  Office  and 
Treatment  Act  of  1972,  as  amended  by  PubUc  Law  93-282  (21 
U.S.C.  1173);  Comprehensive  Alcohol  Abuse  and  Alcoholism 
Prevention,  Treatment  and  Rehabilitation  Act  of  1970,  as  amended 
by  Public  Law  93-282  (42  U.S.C.  4382);  Subchapter  A  of  Chapter  I, 
Title  42,  Code  of  Federal  Regulations;  Chapter  43  of  Title  3,  U.S.C. 

Routine  nacs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  counselor  in 
the  execution  of  his/her  counseling  function  as  it  applies  to  the  in¬ 
dividual  employee.  With  specific,  written  authority  of  the  em¬ 
ployee,  selected  information  may  be  provided  to  and  used  by  other 
counselors  or  medical  personnel,  research  personnel,  employers, 
representatives  such  as  legal  counsel,  and  to  the  other  agencies  or 
individuals  when  disclosure  is  to  the  employee's  benefit,  such  as 
for  processing  retirement  applications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dtepoaiag  uf  records  fas  the  system: 

Storage:  Case  records  are  stored  in  paper  file  folders. 

Retrievability:  By  employee  name  or  by  locally  assigned  identify¬ 
ing  number. 

Safeguards:  all  records  are  stored  under  strict  control.  They  are 
mainuined  in  spaces  normally  accessible  only  to  authorized  per¬ 
sons, 'normally  in  locked  cabinets. 

Retention  and  disposal:  Records  are  purged  of  identifying  infor¬ 
mation  within  five  years  after  termination  of  counseling  or 
destroyed  when  they  are  no  longer  useful. 

System  maaager(s)  and  address:  Director  for  Personnel,  OSD, 
Room  3B347,  The  Pentagon,  Washington,  D.  C.  20301 

Notifkatioa  procedure:  Information  may  be  obtained  from 
Directorate  for  Personnel,  OSD,  Room  3B347,  The  Pentagon, 
Washington,  D.  C.  20301, 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 


Notification  procedure:  Information  may  be  obtained  from;  Physi¬ 
cal  Security  Branch,  Security  Division,  Directorate  for  Personnel, 
Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Administration),  Office  of  the  Assistant  Secretary  of  Defense 
(Comptroller)  Office  of  the  Secretary  of  Defense. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  above  SYSMANAGER. 

Contestiag  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  All  data  maintained  in  the  system  is 
received  voluntarily  from  individual  Pentagon  Building  pass  appli¬ 
cants. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  P28 

System  name:  The  Office  of  the  Secretary  of  Defense  Clearance 
FUe 

System  location:  Security  Division,  Directorate  for  Personnel,  Of¬ 
fice  of  the  Assistant  Secretary  of  Defense  (Comptroller). 

Categories  uf  individuals  covered  by  the  system:  Military  and 
civilian  employees  of  the  Office  of  the  Secretary  of  Defense,  its 
components  and  support  organizations  including  the  United  States 
Court  of  Military  Appeals  and  the  United  States  Mission  to  NATO; 
experts  and  consultants  serving  with  or  without  compensation;  staff 
members  of  Congressional  Committees  requiring  access  to  clas¬ 
sified  information  or  material,  employee  of  other  agencies  detailed 
to  the  Office  of  the  Secretary  of  Defense,  very  important  people 
selected  to  attend  orientation  conferences,  USO  and  Red  Cross  ap¬ 
plicants  for  overseas  posts. 

Categories  uf  records  la  the  system:  Background  investigations, 
national  agency  checks,  security  clearance  actions,  security  viola¬ 
tions,  and  supporting  documents,  briefings  and  debriefings. 

Authority  (or  maintenance  of  the  system:  EO  10430 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Division,  Office 
of  the  Secretary  of  Defense-To  grant  and  maintain  *  security 
clearances  or  access.  Other  Government  Agencies:  To  make  availa¬ 
ble  investigative  material  to  authorized  representatives  of  other 
security  offices  for  extension  of  clearance  to  other  government 
agencies. 

Policies  and  praetkea  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Active  clearance  files  main¬ 
tained  alphabetically  by  last  name  of  subject.  Inactive  clearance 
files  seri^y  numbered  and  indexed  alphabetically. 

Storage:  Filet  maintained  in  file  folders. 

Retrievability:  Active  clearance  files  maintained  alphabetically  by 
last  name  of  sublet.  Inactive  clearance  filet  serially  numbered  and 
indexed  alphabetically. 

Safeguards:  Files  are  maintained  in  vaulted  alarmed  areas  accessi¬ 
ble  only  to  authorized  personnel  that  are  property  screened,  cleared 
and  trained. 

Retention  and  disposal:  Records  are  permanent.  Retained  in  ac¬ 
tive  files  until  separation  or  end  of  requirement  for  security 
clearance.  Held  in  waiting  file  for  10  years. 

System  maaager(s)  and  address:  Director  of  Personnel,  OSD, 
Room  3B-347,  Pentagon  Washington,  D.  C.  20301 
Notification  procedure:  See  Exemption 
Record  access  procedures:  See  Exemption 
Contesting  record  procedures:  See  Exemption 
Record  source  categorin:  See  Exemption 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3USC  322a  (j)  or  (k),  as  applicable. 
For  Additional  information,  contact  the  SYSMANAGER. 

DCOMP  P29 

System  name:  Employee  Assisunce  Program  Case  Record  Systems 
System  locatioa:  Directorate  for  Personnel,  OSD,  Room  3B347, 
The  Pentagon,  Washington,  D.  C.  20301 
Categories  of  hidividnals  covered  by  the  system:  All  civilian  em¬ 
ployees  who  are  referred  by  management  for,  or  voluntarily 
request,  counseling  assistance. 

Categories  ^  records  in  the  system:  Systems  are  comprised  of 
case  records  on  employees  which  are  maintained  by  counselors  and 


Contesting  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Counselors,  other  officials,  individuals 
or  practitioners,  and  other  agencies  both  in  and  outside  of  Goveme- 
ment. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DCOMP  P30 

System  name:  Labor  Management  Relations  Records  Systems 
System  location:  Di^torate  for  Personnel,  OSD,  Room  3B347, 
The  Pentagon,  Washington,  D.  C.  20301 
Categories  of  Individuals  covered  by  the  system:  Civilian  em¬ 
ployees  who  are  involved  in  a  grievance  which  has  been  referred  to 
an  arbitrator  for  resolution;  civilian  employees  involved  in  the  filing 
of  an  Unfair  Labor  Practice  complaint  which  has  been  referred  to 
the  Assistant  Secretary  of  Labor-Management  Relations;  union  of¬ 
ficials,  union  stewards;  and  representatives. 

Categories  of  records  in  the  system:  Records  comprise:  Manual 
files,  maintained  in  paper  folders,  manually  filed  by  type  of  case 
and  cate  number  (not  individual).  Folder  contains  all  information 
pertaining  to  a  specific  arbitration  case  or  specific  Unfair  Labor 
Practice  with  whom  OSD  has.  dealings;  field  activities  maintain 
manual  rotter  of  local  union  officials  and  union  stewards. 

Authority  for  maintenance  of  the  system:  Executive  Order  11491, 
as  amended  'Labor-Management  Relations  in  the  Federal  Service.* 
Rontinc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
of  the  Department  of  Defense  (to  include  Army,  Navy,  Air  Force, 
and  other  DoD  agencies)  in  the  performance  of  their  official  duties 
related  to  the  Labor-Management  Relations  Program,  e.g..  Adminis¬ 
tration  implementation  of  arbitration  awards;  interpretation  of  the 
Executive  Order  through  3rd  party  case  decisions;  National  Con¬ 
sultation  and  other  dealings  with  the  recognized  unions.  Represen¬ 
tatives  of  the  U.S.  Civfl  Service  Commission  on  matters  relating  to 
the  inspection,  survey,  audit,  or  evaluation  of  Civilian  Personnel 
Management  Programs.  The  Comptroller  General  or  any  of  his 
authorized  representatives,  in  the  course  of  the  performance  of  du¬ 
ties  of  the  General  Accounting  Office  relating  to  the  Labor 
Management  Relations  Program.  Officials  and  employees  of  other 
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conpoDcnis  of  the  Departnent  of  Dcfenae  in  the  pcrfonnaace  of 
their  official  duties  related  to  the  adminktration  of  the  Labor* 
Management  Relations  Program.  A  duly  appointed  hearing  ex* 
aminer  or  arbitrator  for  the  purpose  of  conducting  a  hearing  in  con* 
nectioa  with  an  employee's  grievance. 

Policies  and  practices  for  staring,  retrieving,  accesring,  retaining, 
and  dlsposiag  of  records  in  the  system! 

Storage:  Manual  records  are  stored  in  paper  folders. 

Retries  ability:  Manual  records  are  retrieved  by  case  subject,  case 
number,  and/or  individual  employee  names. 

Safeguards:  AH  manual  files  are  accessible  only  to  authorized 
personnel  having  a  need  to  know. 

Retention  and  dbpoaal:  Case  filet  are  permanently  maintained. 
Union  official  rosters  are  normally  destroyed  after  a  new  roster  has 
been  estabbsfaed. 

System  maaagerts)  and  address:  Director  for  Personnel,  OSD, 
Room  3B347,  The  Pentagon.  Washington,  D.  C.  20301. 

Nodficatioa  procedure:  Information  may  be  obtained  from 
Directorate  for  Personnel,  OSD,  Room  3B347,  The  Pentagon, 
Washington.  D.  C.  20301. 

Record  access  procedures:  Request  for  access  to  records  may  be 
obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina* 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Arbitrator's  office;  Office  of  the 
Assistant  Secretary  of  Labor  for  Labor-Management  Relations; 
union  headquarters  officers. 

Systems  exempted  from  certain  provWoas  of  the  act:  None. 

DCOMP  SPMOOl 

System  name;  Appheatioa  for  Pentagon  Parking  Permit 

System  location:  Space  Management  and  Services  Directorate. 
Office  of  the  Secretary  of  Defease 

Categories  of  ladlvldnals  covered  by  the  system:  Parking  appbea* 
tions  received  from  employees  of  the  Office  of  the  Secretary  of 
Defense  and  those  oforganizations  serviced  by  OSD 
i  Categories  of  records  In  the  ^stem:  File  includes  DD  Form  1 199, 
Application  for  Pentagon  Parking  Permit;  DD  Form  1200,  Pentagon 
P^ing  Permit  Replacement/Re-Use  of  Space  Request;  DD  Form 
1971,  Parking  Control  Card;  OSA  Form  605,  Certificate  and  Agree* 
ment  on  Lost  or  Stolen  Permit 

Authority  for  malatcaaacc  of  the  system:  Federal  Property  and 
Administrative  Services  Act  of  1949,  63  Stat.  377,  as  amended 

Routiac  uses  of  records  maintained  In  the  system,  Incladlng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assign  Pentagon  park* 
ing  to  eligible  personnel 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Card  records  in  card  file 

Retricvabllity:  Filed  alphabetically  by  last  name 

Safeguards:  Under  direct  control  of  OSD  Parking  Control  Officer. 
Office  locked  and  guarded. 

Retention  and  disposal:  Records  are  kept  on  active  applicants  and 
destroyed  when  they  depart  Office  of  Secretary  of  Defense  and 
satellite  organizations 

System  managerfs)  and  address:  Director,  Space  Management  and 
Services,  Office  ^cretary  of  Defense,  the  Pentagon,  Washington. 
D.  C. 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Director,  Space  Management  and  Services,  Office  Secretary  of 
Defense 
Room  3C345 
Pentagon 

Washington,  D.  C.  20301 
Telephone:  Area  Code  202/697-7241 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Director,  Space  Management  and  Services,  Office 
Secretary  of  Defense,  Room  3C343.  the  Pentagon,  Washington,  D. 
C.  20301. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  the  name  of  the  employing  component 


For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  driver's  bcense  or  Pentagon  build¬ 
ing  pass 

Contesting  record  procedures:  The  agency’s  rules  for  acess  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Application  for  Pentagon  Parking  Per¬ 
mit.  DD  1199  and  related  forms 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DCOMP  SPMM2 

System  name:  Pentagon  Computeride 
System  location:  Primary  System  •  Air  Force  Data  Services 
Center 

Decentralized  Segments  *  Parking  Control  Office.  Office  of  the 
Secretary  of  Defense;  Pentagon  Central  Parking  Office.  Depart¬ 
ment  of  the  Army,  Parking  Control  Office,  Department  of  Air 
Force;  Parking  Control  Office,  Department  of  Navy 
Categories  of  tndivMuals  covered  by  the  system:  All  personnel  who 
participate  in  Pentagon  Building  car  pools 
Categories  of  records  in  the  system:  Name  of  individual.  Social 
Security  Number,  DoD  Component  Code,  Home  address,  working 
hours.  Pentagon  office  room  number,  office  phone  number  map 
coordinate  of  home  address 

Authority  for  maintenauce  of  the  system:  Federal  Property  and 
Administrative  Services  Act  of  1949,  63  Stat.  3'^'^,  as  amended 
Routine  uses  of  records  maintahied  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Parking  Control  Offices 
To  assign  and  administer  allocated  car  pool  parking  spaces  at  the 
Pentagon. 

Air  Force  Data  Services  Center  -  To  provide  printout  to  each  in¬ 
dividual  in  the  system  which  lists  other  participants  who  live  near 
him  who  are  potential  car  pool  prospects  and  to  provide  complete 
printout  of  all  participants  to  parking  control  offices  and  General 
Services  Administration. 

Individuals  *  To  contact  other  participants  on  either  his  individual 
printout  or  the  parking  control  office  complete  printout  to  deter¬ 
mine  their  interest  in  carpooling. 

General  Services  Administration  *  To  use  car  pool  data  in  area 
wide  system  when  and  if  implemented. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tapes  and  computer  paper  prmtouts 
Retrievability:  Information  is  accessed  and  retrieved  by  name, 
home  address  map  grid,  and  Social  Security  number 
Safeguards:  All  participants  have  access  to  the  data 
Retention  and  disposal:  Data  is  retained  only  on  active  partKi- 
pants 

System  manager(s)  and  addrem:  Director,  Space  Management  and 
Services,  Office  Secretary  of  Defense,  the  Pentagon,  Washington, 
DC. 

Notificatioa  procedure:  Information  may  be  obtained  from 
Director,  Space  Management  and  Services.  Office  Secretary  of 
Defense 
Room  3C345 
Pentagon 

Washington,  D.  C.  20301 
Telephone:  Area  Code  202/697*7241 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Director,  Space  Management  and  Services,  Office 
Secretary  of  Defense,  Room  3C34S,  the  Pentagon,  Washington, 
D.C.  20301. 

Written  requests  for  information  should  contain  the  fuD  name  of 
the  individual,  current  address  and  telephone  number,  and  Social 
Security  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license.  Pentagon  building 
pass,  or  Social  Security  Card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  DoD  Computeride  Application  Form, 
DD  1930 
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System  cscapted  Iroa  certata  provWoBs  of  tke  act:  NONE 
DCOMP  SPOl 

SystcBi  aaoic:  Office  of  the  DASD  (Security  Policy)  Personael  Files 
(ODASD(SP)) 

SystcBi  locatioa:  Primary  System  •  ODASD(SP) 

Decentralized  Segments  •  Office  of  the  Directorate  for  Industrial 
Security  Clearance  Review  (includes  Eastern  Field  Office.  New 
York.  N.Y..  and  Western  Field  Office.  Santa  Monica.  CA);  Office 
of  the  Directorate  for  Information  Security;  Office  of  the 
Directorate  for  Security  Plans  and  Programs;  and  Office  of  the 
Special  Assistant  for  International  Security. 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who  has  applied  for  employment,  who  is  presently  employed  or 
who  has  been  employed  in  the  OOASD(SP). 

Categories  of  records  la  the  system:  Alphabetical  personnel  files 
including  personnel  administration  correspondence,  job  descrip¬ 
tions.  awards,  etc. 

Topical  files  relating  to  former  job  descriptions,  awards,  person¬ 
nel  actions  and  personnel  qualifications  statements  of  job  appli¬ 
cants. 

Authority  for  malatenaace  of  the  system:  S  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Interoffice  personnel  ad¬ 
ministration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievablllty:  Filed  alphabetically  by  surname  and  topically. 

Safeguards:  Records  are  stored  in  security  combination  locked 
file  containers  accessible  only  to  authorized  staff  personnel. 

Retention  and  disposal:  Alphabetical  personnel  files  retained  for 
duration  of  employment. 

Topical  files  retained  indefinitely  pending  deletion  of  obsolete  or 
superseded  data. 

System  manager(s)  and  addrem:  The  Deputy  Assistant  Secretary 
of  Defense  (Security  Policy).  Pentagon.  Washington.  D.C.  20301 

Notificatioa  procedure:  Information  may  be  obtained  from: 
ODASD(SP) 

Rm  3C-274 
Pentagon 

Washington.  D.C.  20301 
Telephone:  Area  Code  202/697-8234 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  ODASD(SP).  Rm  3C-274.  Pentagon.  Washington.  D.C. 
20301. 

Written  requests  should  include  the  individual’s  full  name,  date 
and  place  of  birth,  social  security  number,  current  address  and 
notarized  signature. 

Copies  of  records  requested  subject  to  statutory  exemptions  will 
be  provided  after  payment  of  search  and  copy  fees  and  requester 
will  state  his  intention  to  pay  fees  with  request  for  records. 

The  records  requested  and  available,  subject  to  statutory  exemp¬ 
tions.  may  be  made  available  to  individuals  after  sufficienUy  identi¬ 
fying  themselves.  e.g..  drivers  license,  for  review  at  the  following 
(nations: 

ODASD(Security  Policy) 

Room  3C-274.  Pentagon.  Washington.  D.C.  20301 
Administrative  Director.  Eastern  Field  Office 
26  Federal  Plaza.  Room  4018 
New  York  10007 

Administrative  Director.  Western  Field  Office 
1532  Third  St..  Suite  210.  NichoUs  Bldg. 

Santa  Monica.  California  90401 

Fees  for  search  and  additional  copying  required  to  comply  with 
statutory  exemptions  must  be  borne  by  the  individual  requesting 
the  review  of  the  records. 

Contestiag  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories;  OSD  Civilian  Personnel  Office,  in¬ 
dividual  concerned  and  interoffice  personnel  administration  actions 

Systems  exempted  from  certain  provisious  of  the  act:  None 


DCOMP  SP«2 

System  name:  Industrial  Personnel  Security  Clearance  Case  Files. 

System  locatioa:  Primary  System-Directorate  for  Industrial 
Security  Clearance  Review  (DISCR).  Office  of  the  Deputy 
Assistant  Secretary  of  Defense  (Security  Policy).  ODASD(SP)) 

Decentralized  Segments-Active  case  files.  Eastern  and  Western 
Field  Offices.  DISCR.  ODASD(SP);  Inactive  case  files.  U.S.  Army 
Investigative  Records  Repository.  Ft.  Meade.  Maryland. 

Categories  of  individnals  covered  by  the  system:  Government  con¬ 
tractor  employees  whose  industrial  security  clearance  cases  were 
referred  to  the  ODASDfSP).  DISCR.  for  adjudication  under  Execu¬ 
tive  Order  I086S  at  implemented  by  DoD  Directive  5220.6;  these 
cases  pertain  only  to  the  individuals  who  cannot  be  granted 
clearance  by  the  Defense  Industrial  Security  Clearance  Office 
(DISCO).  Defense  Supply  Agency  (DSA).  Columbus.  Ohio. 

Categories  of  records  in  the  system:  Alphabetical  card  index  files 
for  identification  and  location  of  case  files  within  the  DISCR. 

Individual  case  files  include  general  correspondence  relating  to 
case,  investigative  reports  prepared  by  various  investigative  agen¬ 
cies  conducting  security  clearance  investigations.  DISCO  referral 
recommendation,  determinations  of  the  Screening  Board.  Ex¬ 
aminers  and  the  Appeal  Board,  DISCR.  with  implementing  docu¬ 
mentation.  including  but  not  limited  to.  Statement  of  Reasons 
(SOR)  issued  to  individual,  his  answer  to  the  SOR.  transcripts  of 
hearings  and  exhibits. 

DISCR  case  correspondence  files  maintained  by  case  number,  in¬ 
cluding  case  correspondence  initiated  by  DISCR.  (excluding  the 
Eastern  and  Western  Field  Offices)  with  individuals,  employers,  at¬ 
torneys.  congressmen  and  investigative  agencies. 

Additionally,  correspondence  files  include  copies  of  Screening 
Board  determinations  and  Appeal  Board  determinations  from  July 
1967  to  date  in  anticipation  of  necessity  of  furnishing  an  index  and 
register  of  administrative  determinations  under  FOIA  PL  93-502 
Section  552.a(2Kc). 

Files  of  Examiner’s  determinations  from  July  1967  to  date  is 
being  assembled  in  anticipation  of  possible  necessity  of  furnishing 
an  index  and  register  of  adminisUative  determinations  under  FOIA, 
cited  above,  and  pending  Supreme  Court  Case  No.  74-489.  re: 
Withholding  of  U.S.  Service  Academies  Honor  and  Ethics  Code  ad¬ 
judications  with  names  and  other  identifying  information  deleted. 

DISCR  Reader  Files  including  DISCR-initiated  correspondence. 
Screening  Board  determinations  and  Appeal  Board  determinations. 

Decentralized  Reader  File  segments  of  copies  of  Examiner’s 
determinations  and  Appeal  Board  determinations  to  Department 
Counsels’  Office  and  Screening  Board.  DISCR,  and  Western  and 
Eastern  Field  Offices. 

Chronological  correspondence  file  of  letters  from  assigned  trial 
counsel  to  individuals,  attorneys  or  counsel,  and  other  Federal  Of¬ 
fices  for  hearing  arrangemenU. 

Authority  for  maintenance  of  the  system:  Executive  Order  10865. 
’Safeguarding  Classified  Information  Within  Industry’,  dated 
February  20.  1960,  as  amended  by  Executive  Order  10909,  dated 
December  7.  1966. 

Routine  uses  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^rpose  is  to  determine 
whether  it  is  clearly  consistent  with  the  national  interest  to  grant  an 
individual  access  to  classified  information. 

DISCO,  DSA,  initiates  investigation  at  request  of  employer  and 
may  grant  but  not  deny  clearance. 

ODASIXSP).  DISCR,  determines  individual’s  eligibility  for 
security  clearance  and  notifies  the  individual,  his  employer  and 
DISCO,  DSA,  of  final  decision. 

Department  of  Justice  in  cases  where  individual  seeks  federal 
court  review  of  adverse  administrative  determinations  under  the  In¬ 
dustrial  Security  Clearance  Program. 

U.S.  Army,  JAG,  U.S.  Army  Claims  Services,  Ft.  Meade,  Md., 
in  cases,  where  claims  for  reimbursement  are  requested  by  an  appli¬ 
cant. 

Polklet  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  vertical  file  cards 

Retrievablllty:  Active  files  alphabetically  by  name  or  by  case 
number. 

Inactive  files  by  individual's  name,  date  and  place  of  birth  and 
social  security  number. 

Safeguards:  Records  are  stored  in  security  combination  lock  file 
containers  accessible  only  to  DISCR  authorized  personnel. 
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Unknowa  for  users  other  than  DISCR. 

Retcnttoa  and  disposal:  Pending  records  management  schedule 
development  by  OSD  Records  Management  Office. 

^‘Primary  alphabetical  card  index  file  retained  permanently  in  Cen¬ 
tral  Office,  DISCR.  Alphabetical  Index  Cards  for  case  control  pur¬ 
poses  in  sub-offices,  i.e..  Screening  Board,  Department  Counsel's 
Office,  Appeal  Board,  and  Western  and  Eastern  Field  Offices 
retained  during  active  processing  of  cases  and  then  destroyed. 

All  Reader  Files  destroyed  within  60  days  of  issue. 

System  manageris)  and  address:  Deputy  Assistant  Secretary  of 
Defense  (Security  Policy),  Directorate  for  Industrial  Security 
Clearance  Review,  Pentagon,  Washington,  D.C. 

Notifkatloa  procedure:  Information  may  be  obtained  from: 
ODASDfSP),  DISCR,  Room  3D-282,  Pentagon,  Washington, 

D  C.  20301. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  ODASDiSP),  DISCR,  Room  3D-282,  Pentagon, 
Washington,  D.C.  20301 . 

Written  requests  should  include  the  individual’s  full  name,  date 
and  place  of  birth,  social  security  number  and  notarized  signature. 

Copies  of  records  requested,  subject  to  statutory  exemptions, 
will  be  provided  after  payment  of  search  and  copy  fees  and 
requester  will  state  his  intention  to  pay  fees  with  request  for 
records. 

The  records  requested  and  available,  subject  to  statutory  exemp¬ 
tions,  may  be  made  available  to  individuals  for  review  at  the  fol¬ 
lowing  locations: 

Freedom  of  Information  Agency 

Room  3D-282,  Pentagon,  Washington,  D.C. 

Administrative  Director,  Eastern  Field  Office 
26  Federal  Plaza,  Room  4018 
New  York,  New  York  10007 
Administrative  Director,  Western  Field  Office 
1532  Third  St.,  Suite  210,  NichoUs  Bldg. 

Santa  Monica,  California  90401 

Fees  for  search  and  additional  copying  required  to  comply  with 
statutory  exemptions  must  be  borne  by  the  individual  requesting 
the  review  of  the  records. 

Coatestlag  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  DIS,  OSD;  DISCO,  DSA;  individual 
sources  exempted. 

Systcau  exempted  from  certain  provisions  of  the  act:  Statutory 
3USC  532(kK5). 

DCOMP  SP03 

System  name:  Administrative  Files  on  Active  Psychiatric  Con¬ 
sultants  to  DoD. 

System  location:  Directorate  for  Industrial  Security  Clearance 
Review  (DISCR),  Office  of  the  Deputy  Assistant  Secretary  of 
Defense  (Security  Policy).  (ODASD(SP)). 

Categories  of  ladKIdnala  covered  by  the  system:  Psychiatric  Con¬ 
sultants  who  have  entered  into  agreement  with  the  Department  of 
Defense  to  conduct  psychiatric  examinations  of  individuals  apply¬ 
ing  for  industrial  security  clearance  for  access  to  classified  informa¬ 
tion  required  in  performance  of  their  work  for  classified  Govern¬ 
ment  contractors. 

Categories  of  records  ia  the  system:  Records  filed  alphabetically 
by  last  name  of  psychiatrist  consisting  of  correspondence  concern¬ 
ing  agreement  to  conduct  psychiatric  examinations  requested  by  the 
Government  and  initiation  and  confirmation  of  security  clearance 
issued  to  psychiatrists. 

Current  list  of  active  DoD  psychiatric  consultants. 

Alphabetical  card  index  file  for  identification  and  address  of  ac¬ 
tive  psychiatric  consultants. 

AnthorMy  for  maiateaance  of  the  system:  Executive  Order  (E.O.) 
10863,  dated  February  20.  I960,  as  amended  by  E.O.  10909,  entitled 
’Safeguarding  Classified  Information  Within  Industry.* 

Ronttae  ascs  of  records  malatalaed  la  the  system,  iaclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purjwse  is  to  maintain 
record  of  active  psychiatric  consultants  available  to  conduct 
psychiatric  examinations  of  individual  applicants  for  industrial  per¬ 
sonnel  security  clearance  in  convenient  geographkal  areas. 


Psychiatric  consultants  having  active  professional  servke  agree¬ 
ments  with  and  having  been  granted  security  clearance  by  the  DoD 
are  used  by  DISCR,  ODASD(SP).  and  Industrial  Security 
Clearance  Office  (DISCO),  Defense  Supply  Agency  (DSA),  in 
processing  requests  for  industrial  personnel  security  clearance  of 
individuals. 

Policies  and  praetkes  for  storing,  retrieving,  accesaiag,  rctalaiag, 
and  disposing  of  records  ia  the  system: 

Storage:  Paper  records  in  file  folders;  vertkal  file  cards. 

Rctrkvabilhy:  Alphabetically  by  surname. 

Safeguards:  Records  are  stored  in  security  combination  locked 
file  cabinets  accessible  only  to  DISCR  authorized  personnel. 

Unknown  for  DISCO. 

Rctentioa  and  disposal:  Pending  records  management  schedule 
development  by  OSD  Records  Management  Office. 

Records  on  individual  psychiatrists  retained  for  duration  of 
professional  services  agreement  and  destroyed  when  agreement  ter¬ 
minated. 

System  maaagerts)  and  addrem:  Deputy  Assistant  Secretary  of 
Defense  (Security  Policy),  Directorate  for  Industrial  Security 
Clearance  Review,  Pentagon.  Washington,  D.C. 

Notifkatloa  procedure:  Information  may  be  obtained  from: 
ODASD(SP).  DISCR 
Room  3D-282  ’ 

Pentagon 

Washington,  D.C.  20301 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  ODASIXSP),  DISCR,  Room  3D-282,  Pentagon, 
Washington,  D.C.  20301. 

Written  requests  should  include  the  individual’s  full  name,  date 
and  place  of  birth,  and  notarized  signature. 

Copies  of  records  requested  will  be  provided,  after  payment  of 
search  and  copy  fees,  and  requester  will  state  his  intention  to  pay 
fees  with  request  for  records. 

The  records  requested  may  be  made  available  to  individuals  for 
review  at  the  following  locations: 

DISCR.  ODASIXSP) 

Room  3D-282.  Pentagon,  Washington,  D.C.  20301 
Administrative  Director.  Eastern  Field  Office 
26  Federal  Plaza,  Room  4018 
New  Yorit,  New  York  10007 
Administrative  Director.  Western  Field  Office 
1332  Third  St..  Suite  210,  Nicholas  Bldg. 

Santa  Monica.  California  90401 

Contesting  record  procednres:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Copy  of  Letter  of  Consent  (for  security 
clearance),  DSA  Form  360a-R;  Correspondence  with  individual 
psychiatrists. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DCOMP  SP04 

System  name:  Motions  for  Discovery  of  Electronic  Surveillance 
Files 

System  location:  Primary  System-Security  Plans  and  Programs 
Directorate,  Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Security  Policy),  ODASIXSP),  Washington,  D.  C.  20301 

Decentralized  Segments-Offke  of  the  Deputy  Assistant  Secreta¬ 
ry  of  Defense  (Administration),  ODASIXADMIN),  Washington,  D. 
C.  20301 

Categories  of  individnab  covered  by  the  system:  Those  individuals 
and/or  or^nizations  on  whkh  the  Department  of  Justke  has 
requested  information  upon  whkh  to  base  their  reply  to  court-ap¬ 
proved  motions  for  discovery  of  electronic  surveillance. 

Calorics  of  records  ia  the  system:  Chronological  listing  for 
identifkation  and  location  of  fiks.  Individual  case  files  to  include 
original  and  subsequent  requests  from  the  Department  of  Justke; 
file  copy  of  memorandum  to  the  DoD  Components  directing  search 
of  their  records,  indkes,  etc.;  and  copy  of  DoD  response  to  the  De¬ 
partment  of  Justke. 

Authority  for  maintenance  of  the  system:  Admin.  Instruction  13/3 

Rontiac  ascs  of  records  maintained  in  the  system,  includiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reparation  of  response 
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to  Department  of  Justice  as  well  as  any  subsequent  inquiries  from 
that  office.  Department  of  Justice  response  to  court-approved  mo¬ 
tion  for  discovery. 

Pelkiet  and  practices  far  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retriev ability:  Filed  by  case  name 

Safeguards;  Records  are  stored  in  security  combination  lock  file 
containers  accessible  only  by  SP&P  personnel. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  file  until  end  of  calendar  year  in  which  project  is 
completed,  held  one  additional  year  in  inactive  file  and  sub¬ 
sequently  retired  to  Washington  National  Records  Center. 

System  maaagcr(s)  and  addrem:  The  Deputy  Assistant  Secretary 
of  Defense  (Security  Policy),  Security  Plans  and  Programs 
Directorate,  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 

ODASD(SP),  SP&P  > 

Room  3C-27I 
Pentagon 

Washington,  D.  C.  20301 
Telephone:  Area  Code  202/697-3969 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Security  Policy),  Security  Plans  and  Programs  Directorate,  Room 
3C-27I.  Pentagon,  Washington,  D.  C.  20301 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  date  and  place  of  birth,  social  security  number  and 
notarized  signature. 

Copies  of  records  requested,  subject  to  statutory  exemptions, 
will  be  provided  after  payment  of  search  and  copy  fees  and 
requester  will  state  his  intention  to  pay  fees  with  request  for 
records. 

The  records  requested  may  be  made  available  to  individuals  for 
review  at  the  following  locations: 

ODASD  (Security  Policy) 

Room  3C271 
Pentagon 

Washington,  D.  C.  20301 

Contesting  record  procedures:  The  agency’s  rule  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Department  of  Justice  formal  written 
i^uiries,  and  internal  correspo^cncc  necessary  to  gather  informa¬ 
tion  to  make  replies  to  such  inquiries. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DDR&EOl 

System  name:  Personnel  Security  Clearance  Files 
System  location:  Security  Division,  Executive  Secretariat, 
Weapons  Systems  Evaluation  Group,  Office  of  Defense  Research 
and  Engineering,  Office  of  the  Secretary  of  Defense 
Categories  of  individuals  covered  by  the  system:  Any  citizen  who 
is  employed  by  the  Weapons  Systems  Evaluation  Group 
Categories  of  records  la  the  system:  Files  contain  records  of  em¬ 
ployees  of  Weapons  Systems  Evaluation  Group 
Authority  for  maintenance  of  the  system:  Executive  Order  K)4S0 
Routlae  uses  of  records  malataiacd  la  the  system,  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Division-To  ob¬ 
tain  clearance  or  extension  of  clearance  for  access  to  classified  in¬ 
formation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaiaiag, 
and  dispoeing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Rctrtevability:  Filed  alphabetically  by  last  name  of  individual. 
Safeguards:  Records  are  located  in  a  Top  Secret  facility  which  is 
guarded  by  Military,  GSA  Contract,  and  Institute  for  Defense 
Analyses  Guards,  24  hours  a  day,  seven  days  a  week.  Records  are 
maintained  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  maintained  in  active  file  until 
individual  retires  or  is  reassigned,  held  three  additional  years  in  in¬ 
active  files  and  subsequently  destroyed  by  incineration. 


System  managcr(t)  and  address:  Director,  Weapons  Systems 
Evaluation  Group,  400  Army  Navy  Drive,  Arlington,  Virginia  22202 

Notificatioa  procedure:  Information  may  be  obtained  from: 
Weapons  Systems  Evaluation  Group  * 

Room  SJ12 

Institute  for  Defense  Analyses  Building 
Arlington,  Virginia  22202 
Telephone:  Area  Code  202/697-7312 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Director,  Weapons  Systems  Evaluation  Group,  400 
Army  Navy  Drive,  Arlington,  Virginia  22202 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the 
period  the  individual  was  employed  by  the  Weapons  Systems 
Evaluation  Group. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  file  folder. 

Contesting  record  procedures:  Weapons  Systems  Evaluation 
Group’s  rules  for  contracting  contents  and  appealing  initial  deter¬ 
minations  may  be  obtained  from  Deputy  Assistant  Secretary  of 
Defense  (Administration),  Office  of  the  Secretary  of  Defense,  Pen¬ 
tagon,  Washington,  D.  C.  20301. 

Record  source  categories:  Statement  of  Personal  History  and  re¬ 
lated  forms  from  the  individual  requesting  a  security  clearance; 
forms  certifying  the  individual's  clearance  to  offices  and  agencies 
which  he  will  visit  to  discuss  classified  information. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DDR&E02 

System  name:  Office  Director  of  Research  and  Development, 
(ODDR&E),  Personnel  Administration  Files. 

System  location:  Office  of  the  Director  of  Defense  Research  and 
Development,  Office  Secretary  of  Defense,  Room  3EI006,  Pen¬ 
tagon,  Washington,  D.  C.  20301. 

Categories  of  indlTlduala  eovered  by  the  system:  All  employees  as¬ 
signed  to  or  considered  for  positions  in  ODDR&E  including  civilian 
and  military  personnel  and  consultants. 

Categories  of  records  in  the  system:  These  files  contain  position 
descriptions;  biographical  resumes,  qualification  statements,  (SD 
171,  SD  173,  SD  398,  SF  161,  etc.);  statements  of  financial  interest 
(SD  1515);  requests  for  personnel  actions  (SD  52,  108);  notification 
of  Personal  Action  (SD  50);  appointments  affidavits  (SF  61,  61B); 
award  recommendations;  appraisals  and  efficiency  reports;  time 
and  attendance  records  (SF  035);  travel  orders  and  vouchers;  and 
security  clearance  information. 

Authority  (or  malnlcaancc  of  the  system:  K)  USC  133 

Routiuc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  files  are  used 
primarily  for  internal  personnel  and  administrative  management. 
Specific  uses  include:  Determining  eligibility  for  appointment  to 
positions;  reviewing  financial  interest  and  background  of  individual 
applying  f«r  appointments;  comparing  individuals  resumes  with  job 
requirements.  Used  to  keep  accounting  of  time  worked;  travel  per¬ 
formed;  orders  issued  awards  given  to  personnel  and  security 
clearance  granted.  The  information  contained  in  these  personnel 
files  is  used  by  the  office  manager,  supervisory  personnel  and  the 
Director  of  Research  and  Development  in  the  management  of  his 
organization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposlag  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

RetrlcvabilHy:  Filed  alphabetically  by  last  name  of  the  individual 
concerned. 

Safe^ards:  Building  guards  and  locked  file  containers.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Records  are  temporary  in  nature  and  are 
destroyed  after  individuals  leave  employment  of  ODDR&E  or  are 
no  longer  under  consideration  for  employment. 

System  manager(s)  and  address:  Executive  Assistant  to  DDR&E, 
Office  of  the  Sroretary  of  Defense,  Washington,  D.  C.  20301 

NottfkatioB  procedure:  Information  may  be  obtained  from: 
Personnel  Assistant 

Office  of  the  Executive  Assistant  to  DDR&E 
Room  3E1006,  Pentagon 
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Washington,  D.  C.  20301 
Tcipchonc;  202-095-65S6 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  telephone  number  and  any  other  in¬ 
formation  which  would  help  in  identifying  the  desired  information. 

For  personal  visits,  the  individual  must  be  able  to  provide  ac¬ 
ceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  verbal  information  that  could  be  ver- 
tified  with  his  'case  folder*. 

Record  access  procedures:  Request  should  be  addressed  to 
SYSMANAGER  as  shown  above. 

Contesting  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  above 
listed  SYSMANAGER. 

Record  source  categories:  Information  is  provided  by  OSD  Per¬ 
sonnel  Office,  Security  Office,  individuals  concerned,  travel 
vouchers,  security  forms,  travel  orders,  individual's  supervisors, 
and  time  and  attendance  clerks. 

Systems  csempted  from  certain  provisions  of  the  act:  None 
DORRE03 

System  name:  Office  Director  of  Research  and  Development, 
(ODDRAE),  Inventor's  File. 

System  location:  Office  of  the  Director  of  Defense  Research  and 
Development.  Office  Secretary  of  Defense.  Room  3E1006,  Pen¬ 
tagon.  Washington,  D.C.  20301 

Categories  of  iadividnals  covered  by  the  system:  All  persons  who 
have  submitted  inventions,  ideas,  and  proposals  for  consideration 
by  the  Department  of  Defense. 

Categories  of  records  in  the  system:  These  files  contain  correspon¬ 
dence  with  individuals  concerning  their  inventions,  ideas,  and 
proposals  submitted  to  the  Department  of  Defense;  evaluations  by 
government  employees  of  those  inventions,  ideas,  and  proposals. 

Authority  for  malatcaaacc  of  the  system:  10  USC  133 

Routine  uses  of  records  maintained  la  the  system,  iaclnding  catego¬ 
ries  of  users  and  the  pnrposes  of  such  nses:  The  information  in  this 
file  is  primarily  collected  to  give  consideration  to  the  inventions, 
ideas,  and  proposals  submitted  by  the  public.  These  files  are  used 
to  reply  to  correspondence  and  inquiries  from  the  public  and  other 
government  agencies.  The  information  contained  in  these  files  is 
used  by  the  staff  of  ODDRAE. 

Policies  and  practices  for  storing,  retrlevlag,  acceming,  retaining, 
and  disposing  of  records  fas  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrlcvablllty:  Filed  alphabetically  by  last  name. 

Safeguards:  Building  guards  and  locked  file  containers.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Retained  in  active  files  for  a  period  of 
five  years  and  then  transferred  to  the  Washington  National  Records 
Center,  Suitland,  Maryland,  20409. 

System  managerfs)  and  addrem:  Assistant  Director,  Program  Con¬ 
trol  and  Administration,  Office  of  the  Secretary  of  Defense, 
Washington.  D.C.  20301. 

NotWcatloa  procedare:  Information  may  be  obtained  from: 
Assistant  Director,  Program  Control  and  Administration 
Room  3EI030.  Pentagon 
Washington.  D.C.  20301 
Telephone:  202/697-4994 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  any  other 
information  which  would  help  in  identifying  the  desired  informa¬ 
tion. 

For  personal  visits,  the  individual  must  be  able  to  provide  ac¬ 
ceptable  identification,  that  is,  drivers  license,  employing  office's 
identification  card,  and  give  verbal  information  that  could  be 
verified  with  his  ’case  folder’. 

Record  access  proccdarcs:  Request  should  be  addressed  to 
SYSMANAGER  as  shown  above. 

Contesdag  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  above 
Usted  SYSMANAGER. 

Record  source  categories:  Information  is  provided  by  individuals 
who  send  their  inventions,  ideas,  and  proposals  to  the  Department 


of  Defense  and  government  employees  who  evaluate  the  inven¬ 
tions,  ideas,  and  proposals. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DDRAE04 

System  name:  Requests  for  Two-year  Foreign  Residence  Waiver 
Files 

System  location:  Security  Policy  and  Review  Division-Office  of 
the  Assistant  Director  Program  Control  and  Administration-Office 
of  Director  Defense  Research  and  Engineering-Office  of  the  Secre¬ 
tary  of  Defense. 

Categories  of  individuab  covered  by  the  system:  Any  Foreigner  ap¬ 
plying  for  a  Waiver  of  Foreign  Residency. 

Categories  of  records  in  the  system:  Files  contain  requests  for 
waiver  of  foreign  residency. 

Authority  for  maintenance  of  the  system:  Mutual  Educational  and 
Cultural  Exchange  Act  of  1961  (75  Stat.  535). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Security  Policy  and 
Review  Division-To  evaluate  requests  for  Waivers. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Paper  Records  in  File  Folders. 

Retrievabilhy:  Filed  alphabetically  by  last  name  of  individual 

Safeguards:  Records  are  located  in  a  facility  guarded  by  Military 
and  GSA  Guards  24  hours  a  day  seven  days  a  week.  Records  are 
maintained  in  an  area  accessible  only  to  authorized  personnel. 

Retention  and  disposal:  Records  are  permanent.  Retained  in  ac¬ 
tive  file  for  ten  years. 

System  maaagcr(s)  and  address:  Director,  Defense  Research  and 
Engineering,  Office  of  the  Secretary  of  Defense,  Pentagon  Build¬ 
ing,  Washington,  D.  C. 

Notification  procedure:  Information  may  be  obtained  from: 

Security  Policy  and  Review  Division 
Room  3D1067 
Pentagon  Building 
Washington,  D.  C.  20301 
Telephone:  Area  Code  202-697-3459 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Director  Defense  Research  and  Engineering  Office  of 
the  Secretary  of  Defense,  Pentagon  Building,  Washington,  D.  C. 
20301 

Written  requests  for  information  should  contain  full  name  of  in¬ 
dividual,  current  address  and  telephone  number  and  approximate 
date  of  waiver  request. 

For  personal  visits  individual  should  be  able  to  provide  ap¬ 
propriate  identification 

Contesting  record  procedures:  Director,  Defense  Research  and 
Engineering  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from:  Deputy  Assistant  Secretary 
of  Defense  (Administration)  Office  of  the  Secretary  of  Defense, 
Pentagon  Building,  Washington,  D.  C.  20301. 

Record  source  eategories:  Application  and  related  correspondence 
from  sponsor  and  individual  requesting  waiver. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DGC02 

System  name:  Private  Relief  Legislation  File 

System  locatioa:  Primary  System  -  Office  of  the  General  Counsel, 
Office  of  the  Secretary  of  Defense,  Pentagon,  Washington,  D.C. 
20301. 

Categories  of  individuals  covered  by  the  system:  Individuals  for 
whom  private  relief  legislation  has  been  introduced  in  Congress. 

Categories  of  records  In  the  system:  Private  relief  legislation  files 
of  the  Office  of  the  General  Counsel,  Office  of  the  Secretary  of 
Defense,  contain  the  history  of  legislation  concerns  individuals  and 
contains  information  about  them. 

Aathority  for  maintenance  of  the  system:  Title  10,  U.S.  Code,  Sec¬ 
tion  133  and  137 

Routine  uses  of  records  maintained  In  the  system,  Incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  use  of  the  files 
is  by  the  attorneys  in  the  Office  of  the  General  Counsel,  Office  of 
the  Secretary  of  Defense  and  personnel  in  the  Department  of 
Defense. 


FEDERAL  REGISTER.  VOL  42,  NO.  188— WEDNESDAY,  SEPTEMBER  28,  1977 


50756 


PRIVACY  ACT  ISSUANCES 


Purpose  of  the  files  is  to  produce  working  papers  in  development 
of  a  department  position. 

Polktcs  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  dbposiag  of  records  in  the  STStem: 

Storage:  Paper  records  in  file  folders. 

Retrievabilitjr:  Filed  by  name  and  bill  number. 

Safeguards:  Stored  in  meui  filing  cabineu  where  they  are  kept  in 
a  locked  room. 

Retention  and  disposal:  Filet  are  reUined  at  long  at  there  it  an 
office  interest  in  the  legislation  after  which  they  are  destroyed  or 
retired  to  the  Federal  Records  Center,  Suitland,  Maryland. 

System  maaagerts)  and  address:  Director,  Legislative  Reference 
Service,  Office  of  the  General  Counsel,  Office  of  the  Secretary  of 
Defense,  Room  4A948,  Pentagon,  Washington,  D.C.  20301. 

Notification  procednre:  Written  request  for  information  should  be 
addressed  to  the  SYSMANAGER,  Director,  Legislative  Reference 
Service,  Office  of  the  General  Counsel.  Office  of  the  Secretary  of 
Defense.  Room  4A948,  Pentagon,  Washington,  D.  C.  20301.  Valid 
proof  of  identity  is  required. 

Record  access  procedures:  Procedure  for  gaining  access  by  an  in¬ 
dividual  to  his  records  may  be  obtained  from  the  following: 

Office  of  the  Assistant  General  Counsel  (Manpower,  Health  A 
Public  Affairs) 

Room  3E977 
Pentagon 

Washington,  D.  C.  20301 
202-0X7-9657 

Coatestiag  record  procedures:  Office  of  the  Assistant  General 
Counsel  (Manpower,  Health  A  Public  Affairs),  Office  of  the  Secre¬ 
tary  of  Defense,  Room  3E977.  Pentagon,  Washington,  D.C.  20301 
may  be  contacted  to  obtain  rules  for  contesting  contents  of  records 
and  appealing  initial  determinations. 

Record  source  categories:  Information  contained  in  Private  Relief 
Legislation  files  is  obtained  from  various  sources  including  cor¬ 
respondence  with  the  Legislative  Branch  and  inputs  by  the  com¬ 
ponents  of  the  Department  of  Defense. 

Systems  esempted  from  certain  provisions  of  the  act:  None 
DGC«3 

System  name:  General  Administrative  Ffle 

System  location:  Primary  System.-  Office  of  the  General  Counsel, 
Office  of  the  Secretary  of  Defense,  Pentagon,  Washington.  D.  C. 
20301 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  had  certain  incidents  in  their  lives  come  within  the  purview  of 
the  Office  of  the  General  Counsel.  Office  of  the  Secretary  of 
Defense. 

Categories  of  records  in  the  system:  General  administrative  files  of 
the  Office  of  the  General  counsel.  Office  of  the  Secretary  of 
Defense,  which  are  used  in  the  performance  of  the  functions  of  the 
office.  Some  of  the  cases  concern  individuals  and  contain  informa¬ 
tion  about  them.  Such  cases  are  filed  by  the  individual’s  name  as 
these  cases  relate  to  the  legal  problems  of  the  Department  of 
Defense. 

Authority  for  malnteaaBcc  of  the  system:  Title  10,  U.S.  Code,  Sec¬ 
tion  137 

Routine  uses  of  records  maiataiaed  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  use  of  the  files 
is  by  the  attorneys  in  the  Office  of  the  General  Counsel,  Office  of 
the  Secretary  of  Defense,  and  DoD  components. 

Purpose  of  the  files  is  to  provide  information  for  attorneys  in  the 
Office  of  the  General  Counsel  to  aid  in  solving  the  various  legal 
problems  for  the  Secretary  of  Defense. 

Policies  and  practices  (or  storlag,  retrieving.^ccssing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievabiiity:  Filed  by  subject. 

Safeguards:  Stored  in  metal  filing  cabinets  and  metal  safes  de¬ 
pending  on  classification. 

Retention  and  disposal:  Files  are  retained  as  long  as  there  is  an 
office  interest  in  the  case  then  they  are  destroyed  or  retired  to  the 
Federal  Records  Center,  Suitland,  Maryland. 

System  maaagcr(s)  and  addrem:  Deputy  General  Counsel,  Office 
of  the  Secretary  of  Defense.  Room  3E980.  Pentagon,  Washington, 
D.  C.  20301. 


NotUlcatioa  procedure:  Written  request  for  information  should  be 
addressed  to  the  SYSMANAGER.  Deputy  General  Counsel,  Room 
3E980,  Pentagon.  Washington,  D.  C.  20301.  Valid  proof  of  identity 
is  required  as  well  as  the  pertinent  dates  and  subject  matter  which 
caused  the  individual's  involvement  with  the  office. 

Record  aceem  procedures:  Procedure  for  gaining  access  by  an  in¬ 
dividual  to  his  records  may  be  obtained  from  the  following: 

Office  of  the  Assistant  General  Counsel  (Manpower,  Health  A 
Public  Affairs) 

Room  3E977 
Pentagon 

Washington,  D.  C.  20301 
202-0X7-9657 

Contesting  record  procedures:  Office  of  the  Assistant  General 
Counsel  (Manpower,  Health  A  Public  Affairs),  Office  of  the  Secre¬ 
tary  of  Defense.  Room  3E977,  Pentagon,  Washington,  D.  C.  20301 
may  be  contacted  to  obtain  rules  for  contesting  contents  of  records 
and  appealing  initial  determinations. 

Record  source  categories:  Information  contained  in  general  ad¬ 
ministrative  files  is  obtained  from  various  sources  including  cor¬ 
respondence,  investigations  performed  by  other  agencies  and 
general  administrative  records  of  the  Department  of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DHAE  01 

System  name:  Personnel  Files 

System  location:  Office  of  the  Executive  Assistant  to  the 
Assistant  Secretary  of  Defense  (Health  and  Environment) 

Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  personnel  assigned  to  the  Office  of  the  Assistant  Secretary 
of  Defense  (Health  and  Environment) 

Categories  of  records  in  the  system:  Partial  filb  containing  copies 
of  material  contained  in  each  individual’s  master  personnel  record. 
This  system  contains  name,  address,  telephone  number,  social 
security  number,  rank  or  grade,  position  held,  and  information  con¬ 
cerning  leave,  sick  leave,  temporary  assignments,  and  other  rleated 
papers  pertaining  to  present  assignment. 

Authority  for  maiutenaucc  of  tho  system:  Title  10,  USC,  Section 
136 

Routine  uses  of  records  maintained  fas  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  suck  uses:  Used  by  the  Assistant 
Secretary  of  Defense  (Health  and  Environment)  and  his  immediate 
assistants  to  assign  personnel  to  duties,  to  maintain  manning  levels 
in  timely  fashion,  and  to  provide  information  to  each  individual  at 
required. 

Policies  and  practices  for  storing,  retrieving,  secerning,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

RetricvabllRy:  By  name 

Safeguards:  Records  are  maintained  in  locked  file  cabinet  with 
access  only  to  officials  who  are  involved  in  personnel  actions. 

Retention  usd  disposal:  Records  are  maintained  while  individual  is 
assigned  to  Office.  Assistant  Secretary  of  Defense  (Health  and  En¬ 
vironment),  then  destroyed  when  individual  it  no  longer  so  as¬ 
signed. 

System  maaagcr(s)  and  addrem:  Executive  Assistant  to  the 
Assistant  Secretary  of  Defense  (Health  and  Environment),  The 
Pentagon,  Washington,  D.C.  20301 

Notifkation  procednre:  Information  may  be  obtained  from: 
Executive  Assistanr 

Office  of  Assistant  Secretary  of  Defense  (Health  and 
Environment) 

Room  3EI72,  The  Pentagon 

Washington,  D.C.  20301 

Telephone  number:  Area  Code  (202)  697-2115 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to:  ^ 

Office  of  the  Assistant  Secretary  of  Defense  (Health  and 
Environment) 

The  Pentagon 
Washington,  D.C.  20301 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Health  and  Environment).  The  Pentagon,  Washington,  D.C.  20301. 
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Vccwrd  MVfcv  cslc(#rics*  Central  pcrtonnel  f3e«  of  the  MOiUry 
Services  or  the  United  States  Civil  Service 

SjrsIcBU  cscaplcd  frnra  certab  ^rovistoas  ef  the  act:  NONE 
DH*K«2 

Sjrsicra  name:  Contact  Files 

Systans  Wathm:  Decentralized  fifes  in  the  Office  of  the  Assistant 
Secretary  of  Defease  (Health  and  Environment). 

Categarfes  of  iadivldaals  coverad  by  the  system:  Persons  with 
whom  the  official  bnsiness  of  the  Assistant  Secretary  of  Defense 
(Health  and  Enviroament)  is  conducted. 

Catagarfea  of  rocorda  ia  the  syalam:  Names,  firms  or  Agencies, 
addresses,  and  telephone  numbers. 

Aatborlty  lor  mafateaaaee  al  the  ajrolam:  Tide  10.  United  States 
Code,  Section  136 

Roadac  asea  of  records  maintained  ia  the  system,  iaclndiag  catego* 
rtes  of  nsera  and  the  pnrpoaes  of  sach  nses:  Used  by  officials  in  the 
Office  of  the  Assistaat  Secretary  of  Defease  (Health  and  Enviroa¬ 
ment)  to  communicate  with  persons  involved  in  the  business  of  that 
office. 

Polkfes  and  practfees  for  storfag,  rctrlevlag,  accesslag,  rctalafeg, 
and  dhpoolag  af  records  In  the  system; 

Oioragt;  Index  cards  aod  paper  lists. 

Retrlevablllty:  By  individual,  or  firm  or  agency  name. 

Safeguards:  Fifes  maintained  in  personal  custody. 

Reisatloa  and  disposal:  Indefinite.  Fifes  arc  retained  so  long  as  ip- 
dividuals  are  direcUy  involved  in  the  business  of  the  Office  of  the 
Assistant  Secretary  of  Defense  (Health  and  Environment),  then 
destroyed. 

System  maaager(s)  and  addrem:  The  Executive  Assistant  to  the 
Assistant  Secretary  of  Defense  (Health  and  Environment),  The 
Pentagon,  Washington,  D.C.  20301 

NstMliatloa  praesdare:  Information  may  be  obtained  from: 
Executive  Assistant 

Office  of  the  Assistant  Secretary  of  Defense  (Health  and 
Environment) 

Room  3EI72.  llie  Pentagon 
Washington,  D.C.  20301 
Telephone:  Area  Code  (202)  697-21  IS 

Record  access  procedares:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Health  and 
Environment) 

The  Pentagon 
Washington,  D.C.  20301 

Coatcadag  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Health  and  Environment),  The  Pentagon,  Washington,  D.C.  20301. 

Record  source  categories:  Published  telephone  directories,  letter¬ 
heads,  and  other  pubhshed  material  containing  the  information. 

Systems  exempted  from  certain  provfetans  al  the  act:  NONE 
DHAE  03 

System  name:  .Files  of  Personnel  Evaluated  for  Employment  in  the 
Office  of  the  ASIXHAE) 

System  locatioa:  Primary  Office  -  Office  of  the  Executive 
Assistant  to  the  Assistant  Secretary  of  Defense  (Health  and  En¬ 
vironment).  Washington,  D.C.  20301. 

Categories  of  Iadivldaals  covered  by  the  system:  Active  and  inac¬ 
tive  non-career  employees  within  DoD,  personnel  within  and  out¬ 
side  DoD  seeking  non-career  employn{ent,  consultants  or  members 
of  committees  employed  within  DoD. 

Categories  of  records  la  the  system:  Personnel  fSes  consist  of 
resumes,  forwarding  correspondence  between  internal  offices 
within  DoD,  transmitui  correspondence  from  individuals,  industry, 
other  departments  and  agencies,  and  the  Execntive/Legislative 
Branch  of  the  Federal  government.  Correspondence  consists  of 
requests  for  employment  or  recommendations  of  others  for  employ¬ 
ment  for  non-career  positions,  and  memoranda  confirmmg 
telephonic  queries. 

Aatborlty  lor  mafetiaearf  of  the  system:  Title  10.  US  Code,  Sec¬ 
tion  133 

RaatiBC  aaes  ef  tacords  mafataiacd  la  the  sysim,  lacludiBg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Fifes  are  collected  to 


evaluate  the  qualifications  of  persons  requesting  non-career  em¬ 
ployment  or  persons  who  have  been  recommended  by  others  for 
noa-career  employmeat  withia  DoD.  FOes  are  reviewed  from  tune 
to  time  in  searching  for  qualified  candidates  for  aon-career  execu¬ 
tive  level  positions  withia  OoD.  Fifes  are  reviewed  by  authorized 
persoaael  withia  the  immediate  Office  of  the  Assistant  Secretary  of 
Defense  (Health  and  Environment). 

Policies  and  practfees  lor  staring,  retrieving,  aectming,  retaining, 
and  dlsposiag  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders,  cards  m  card  fifes. 

Rctrievablllty:  Fife  folders  and  card  fifes  fifed  alphabetKaUy  by 
last  name  of  individual. 

Safeguards:  Fifes  are  afforded  appropriate  protection  at  aU  tunes 
and  stored  in  safes  authorized  for  storage  of  materul  up  to  top 
secret.  AB  records  are  accessible  only  to  authorized  personnel,  who 
are  properly  trained. 

Retention  and  disposal:  Active  ffles  are  retained  as  long  as  an  in¬ 
dividual  is  employed  within  DoD.  Inactive  files  are  screened  upon 
termination  of  employment  with  DoD  to  determine  their  retenuon 
value  for  possible  future  non-career  employment,  i.e.,  some  files 
are  destroyed  upon  termination  of  emi^yment  while  other  fifes 
may  be  retain^  for  an  indefinite  period  depending  on  the 
background  and  experience  of  individual. 

System  maaagcvfs)  and  addrem:  The  Executive  Assistant  to  the 
Assistant  Secretary  of  Defense  (Health  and  Environment). 

Notification  procedare:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Executive  Assistant  to  the  Assistant  Secretary  of 
Defense  (Health  and  Environment),  Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  social  security  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  building  access 
identification  card,  etc. 

Record  aceem  procedares:  Procedures  for  gaining  access  by  an  m- 
dividual  may  be  obtained  from  the  following; 

The  Executive  Assistant  to  the  Assistant  Secretary  of  Defense 
(Health  and  Enviroament). 

Room  3E172 
Pentagon  BuBding 
Washington,  D.C.  20301 
Telephone:  Area  Code  (202)  697-2115 

Coatcsttaig  record  procedures:  The  Office  of  thp  Assistant  Secre¬ 
tary  of  Defense  (Health  and  Environment)  may  be  contacted  for 
rules  for  access  and  coatestiag  contents  of  records  and  appealing 
initial  determiiutioas. 

Record  source  categories:  Personnel  fOes  are  originated  in  the  Of¬ 
fice  of  the  Executive  Assistant  to  the  Assistant  Secretary  of 
Defense  (Health  and  Environment),  with  information  that  has  been 
referred  by  others  or  applicants  for  non-career  positions. 

Systems  exempted  from  certain  provisloBs  ol  the  act:  NONE 
DHAE  04 

System  name:  Variable  Incentive  Pay  for  Medical  Officers-Data 
Management  System 

System  location:  Air  Force  Data  Services  Center,  Headquarters, 
United  Slates  Air  Force,  The  Pentagon.  Washington.  D.C.  20330 

Categories  ol  ladividaala  eovered  by  the  system:  Mihtary  physi¬ 
cians  on  active  duty  during  the  reporting  peri^ 

Cat^ories  ol  records  la  the  system:  Partial  fife  containing  various 
materiris  contained  in  each  i^ividuals  master  personnel  record 
This  system  contains  SSAN,  rank  or  grade,  position  held,  and  in¬ 
formation  concerning  professional  education,  pay  status,  aod  other 
related  information  regarding  the  variable  incentive  pay  programs. 

Authority  for  malatcaaacc  of  the  system:  Title  3*^.  United  State 
Code,  Chapter  3.  Section  313 

Routine  nses  of  records  maiataiaed  la  the  system,  laclading  catego¬ 
ries  of  users  and  the  pnrpoaes  ol  sach  uses:  Used  by  the  Health  Per¬ 
sonnel  Task  Force,  Office  of  the  Assistant  Secretary  .of  Defense 
(Health  and  Environment)  to  meet  statutory  requirements  of  Title 
37,  use  Chapter  S,  Section  313 

Policies  and  practfees  lor  storing,  retrieving,  accessing,  retalniag, 
and  diipsslng  of  records  in  the  system: 

Storage:  Magnetic  tapes  in  Air  Force  Data  Services  Center  Tape 
Library 

RetrlevablHty:  By  Social  Security  Number 
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SafcgMarda:  Magnetic  types  are  maintained  by  by  the  Air  Force 
Dau  ServKes  Center  with  access  only  by  authorized  user  number 
RetcntkM  and  diipoaal:  Magnetic  tapes  are  maintained  until  ex¬ 
piration  of  Section  313,  Chapter  5.  Title  37,  USC 
System  managcrts)  and  addrem:  Chairman,  Health  Personnel  Task 
Force,  Office  of  the  Assistant  Secretary  of  E)efense  (Health  and 
Environment),  the  Pentagon,  Washington,  D.C.  20301 
Notificatioa  procedure:  Information  may  be  obtained  from; 

Executive  Assistant 

Office  of  the  Assistant  Secretary  of  Defense  (Health  and 
Environment) 

Room  3EI72,  Tlie  Pentagon 
Washington,  D.C.  20301 
Telephone  number;  Area  Code  (202)  697-2115 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Health  and 
Environment) 

The  Pentagon 
Washington,  D.C.  20301 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Health  and  Environment),  The  Pentagon,  Washington,  D.C.  ^301 
Record  source  categories:  Central  personnel  files  of  the  Military 
Services 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DI&LOl 

System  name:  I&L  Administrative  Files 
System  locatkm:  Office  Assistant  Secretary  of  Defense 
(Installations  &  Logistics)  (OASD(I&L)) 

Categories  of  individuals  covered  by  the  system:  All  civilian  and 
military  personnel  assigned  or  detailed  to  OASD(l&L) 

Categories  of  records  in  the  system:  Files  contain  name,  ceiling 
space  number,  position  title,  position  number,  GS  rating  or  rank, 
SSN,  date  of  birth,  entered  on  duty  date  and  projected  loss  date 
(for  milita^  personnel),  education,  primary  experience  area; 
planned  retirement  date  (if  known),  recent  awards,  home  address, 
office  and  home  telephone  numbers,  records  of  travel  order  and 
payment  vouchers 

Authority  for  maintenance  of  the  system:  Various  provisions  of  10 
U.  S.  C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  control  and  accom¬ 
plish  administrative  personnel  actions 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Visible  file  cards 

Loose  leaf  binders 

Telephone  index  containers 

Retrievabllity:  Filed  alphabetically  by  last  name 

Filed  by  ceiling  space  number 

Safeguards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  offices  that  are  staffed  during  aU  duty  hours.  Records  ac¬ 
cessible  only  to  authorized  OSD  personnel 
Retention  and  disposal:  Records  are  retained  only  for  the  period 
of  time  employee  is  assigned  to  OASD(l&L).  Records  are 
destroyed  upon  employee’s  departure  from  OASD(l&L) 

System  Bsanagerfs)  and  address:  The  Executive  Assistant, 
Assistant  Secretary  of  Defense  (Installations  &  Logistics),  the  Pen¬ 
tagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
OASDd&L)  (AD) 

Room  3D-769 
Pentagon 

Washmgton,  D.  C.  20301 
Telephone:  Area  Code  202/695-5592 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  OASD(l&L)  (AD),  Room  3D-769,  Pentagon, 
Washington,  D.  C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuiu,  current  address  and  telephone  number.  Visits  are 


ISSUANCES 

limited  to  I&L  Admin  Office,  Room  3D-769,  Pentagon,  Washing¬ 
ton,  D.  C. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  the  records  that  pertain  to  him. 

Contesting  record  proc^ures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determiiution  may  be  obtained 
from  OASD(I&L)  (AD),  Washington,  D.  C.  20301 

Record  source  categories:  Notification  of  Personnel  Actions,  SF- 
50,  from  the  Director  of  Persoiuiel,  ODASD(A),  OSD  SF-I7rs  sub¬ 
mitted  by  individual  employees.  Notification  of  Incoming  Personnel 
(military  personnel  only).  Civilian  Personnel  Staffing  Sumnuuy  sup¬ 
plied  by  ODASD(A),  OSD,  T.O.  as  approved 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DISA  01 

System  name:  ISA  TELEPHONE  DIRECTORY 

System  location:  'Prinuuy  System  -  Administrative  Office, 
OASDdSA). 

Categories  of  individuals  covered  by  the  system:  Any  employee  of 
ISA. 

Categories  of  records  in  the  system:  Directory  contains  employees’ 
names,  office  and  home  phone  numbers  by  organizational  element 
and  room  number. 

Authority  (or  maintenance  of  the  system:  U.S.  Code  (Annotated) 
05  and  Federal  Personnel  Manual,  Chapter  293. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  of  all  ISA 
employees. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Desk-Top. 

Retrievabllity:  Listed  alphabetically  by  name  and  organization. 

Safeguards:  Building  employs  security  guards. 

Retenthm  and  disposal:  Directory  is  re-issued  quarterly. 

System  manager(s)  and  address:  OASD(ISA),  the  Pentagon, 
Washington,  D.C. 

Notification  procedure:  Information  may  be  obtained  from; 
OASDdSA) 

Room  4E821 . 

Pentagon  Building 
Washington,  D.C.  20301. 

Telephone:  Area  Code  202/697-8126 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  OASIXISA),  Room  4E821,  Pentagon,  Washington, 
DC  20301. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents,  and  appealing  initial  determinations  may  be  obtained 
from  OASDdSA),  Room  4E821,  Pentagon,  Washington,  D.C. 

Record  source  categories:  Information  is  supplied  by  the  in¬ 
dividuals  listed. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

DISA  02 

System  name:  ISA  LCXTATOR  FILE 

System  location:  Primary  System  -  Administrative  Office, 
OASDdSA) 

Categories  of  individuals  covered  by  the  system:  All  employees  of 
ISA. 

Categories  of  records  in  the  system:  Contains  employee  names, 
grades,  service  no.  or  SSN,  years  of  service,'date  of  birth,  place  of 
birth,  home  address,  home  phone  no.,  marital  status,  number  of  de¬ 
pendents,  security  clearance,  date  of  clearance,  date  reported, 
reserve  status,  im^ilization  designation,  and  office  room  and  phone 
number. 

Authority  (or  maintenance  of  the  system:  U.S.  Code  (Annotated) 
05  and  Federal  Personnel  Manual,  Chapter  293. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Locator  Uses. 

PoUdes  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: . 
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fM«rag»:  Card  file  hox  •  table  top 

RetilevsbiHty:  Filed  alphabetically  by  last' name  of  employee. 
Safc«uards:  Building  employs  security  guards.  Records  are  main¬ 
tained  in  areas  with  controlled  access  to  authorized  personnel  only. 
RHcatioa  and  disposal:  Permanent 

System  manager(s)  and  address:  OASCHISA),  Admin.  Office,  the 
Pentagon,  Washington,  D  C. 

Notification  procedure:  Information  may  be  obtained  from: 
OASDdSA) 

Room  4E82I 
Pentagon  Building 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/697-8126  , 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  OASDdSA),  Room  4E82I.  Pentagon,  Washington, 
D.C.  20301. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appeabng  initial  determination  may  be  obtained 
from  OASDdSA),  Room  4E82I,  Pentagon,  Washington,  D.C. 

Record  source  categories:  Information  is  supplied  by  the  in¬ 
dividual  listed. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DISA  03 

System  name:  Organizational  Personnel  Files  and  201  Files 
System  location:  Administrative  Office.  OASDdSA) 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  employees 

Cntegortei  of  records  in  the  system:  Contains  individual  assign¬ 
ment  orders  and  copies  of  other  personnel  actions  affecting  named 
individual. 

Authority  for  maintenance  of  the  qrslem:  U.S.  Code  (Annotated) 
S,  and  Federal  Personnel  Manual,  Chapter  293. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  Management. 

Policies  and  practices  lor  storing,  letrkviag,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  employee. 
Safeguards:  Building  security  guards,  Mosler  safe,  controlled  ac¬ 
cess  to  authorized  personnel. 

Retention  and  disposal:  Permanent  while  assigned  to  OASDdSA) 
then  in  inactive  file  for  one  year. 

System  manageits)  and  addrem:  OASDdSA)  Administrative  Of¬ 
fice.  Pentagon,  Washington,  D.C.  20301 
Notification  procedure:  Information  can  be  obtained  from 
OASDdSA),  Room  4E82t,  Pentagon.Washington,  D.C.  20301. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  OASDdSA),  Room  4E82I,  Pentagon,  Washington, 
D  C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained 
from:  OASDdSA),  Room  4E82I,  Pentagon,  Washington,  D.C. 
20301 

Record  source  categories:  Military  Services,  OSD  Military  Person¬ 
nel.  Civil  Service  Conunission,  OSD  Civilian  Personnel,  State  De¬ 
partment. 

Systeau  ewmpted  from  certain  provisions  of  the  act:  None 
DIOl 

System  name:  Office  of  the  Assistant  Secretary  of  Defense 
(Intelligence)  Personnel  Roster 

System  location:  Primary  System-Administrative  Office.  Assistant 
Secretary  of  Defense  (Intelligence),  Washington,  DC  20301 
Categories  of  IndiTlduals  covered  hy  the  systeni:  Office  Staff  Per¬ 
sonnel 

Categories  of  records  in  the  systein:  Xerox  sheet  listing  Name, 
Grade,  Spouse  Nanw,  Social  Security  Number,  woric  telephone, 
home  telephone  and  home  address 


Authority  for  maintenance  of  the  system:  Title  S  US30i 
Routine  uses  of  records  maintained  in  the  system,  inclndiiig  catego¬ 
ries  of  users  and  the  purposm  of  such  uaes:  Aaie  in  contacting  per¬ 
sonnel  during  and  after  normal  business  hours  and  assist  in 
completing  variety  of  forms  often  required  on  assigned  personnel 
Policies  and  practiexs  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  8  x  10  1/2  Xerox  plain  bond  sheets 
Retrievability:  List  is  arranged  alphabetically  by  last  name 
Safeguards:  Afforded  appropriate  protection  at  aU  times 
Retention  and  dispoaal:  C!ontinuously  updated 
System  maiuq{er(s)  and  addrem:  Administrative  Office,  Assistant 
Secretary  of  Defense  (Intelligence),  Washh^on,  DC  20301 
Notification  procedure:  Requests  should  be  addressed  to 
SYSMANAGER 

Record  access  procedures:  Procedures  for  gaining  access  should 
be  directed  to: 

Administrative  Office,  Assistant  Secretary  of  Defense 
(Intelligence) 

Room  3C200 
Pentagon  Building 
Washington,  DC  20301 
Telephone  695  0683 

Contesting  record  procedures:  Office  of  the  Assistant  Secretary  of 
Defense  (Intelligence)  may  be  contacted  for  rules  for  access  and 
contesting  contents  of  records  and  appealing  initial  determinations 
by  the  individuals. 

Record  source  categories:  Inquiry  of  each  imhvidiial  listed  on  the 
roster. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
D102 

System  name:  Key  Personnel  List 
System  location:  Primary  System-Administrabve  Office,  Assistant 
Secretary  of  Defense  (Intelligence).  Washington,  DC  20301 
Categories  of  individuals  covered  by  the  system:  Office  Staff  Per¬ 
sonnel 

Categories  of  records  In  the  system:  Xerox  sheet  listing  official 
and  home  telephone  of  key  personnel  assigned  to  the  office. 
Authority  for  maintenance  of  the  system:  Title  S  US30I 
Routine  usm  of  records  maintsinfit  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Contact  Key  Personnel 
either  during  or  after  normal  business  hours. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  diiposiiig  of  records  in  the  system: 

Storage:  8  x  10  1/2  Xerox  plain  bond  sheets 

Retrievability:  List  is  arranged  by  organization  and  is  not 
alphabetized. 

Safeguards:  Afforded  appropriate  protection  at  aU  times 
Retention  and  dispoaal:  Continuous  updating  as  new  Key  Person¬ 
nel  report  and  old  Key  Personnel  depart 
System  nunagerfs)  and  addrem:  Administrative  Office,  Assistant 
Secretary  of  Defense  (IntelligeiKe),  Washington,  DC  20301 
Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER 

Record  access  procedures:  Procedures  for  gaining  access  should 
be  directed  to: 

Administrative  Office,  Assistant  Secretary  of  Defense 
(Intelligence) 

Room  3C200 
-Pentagon  Building 
Washington,  DC  20301 
•  Telephone  ^S-0683 

Contesting  record  procedures;  Office  of  the  Assistant  Secretary  of 
Defense  (Intelligence)  may  be  contacted  for  rules  for  access  and 
contesting  contents  records  and  sq>pealing  initial  determinations 
by  the  individuals. 

Record  source  categorica:  Inquiry  of  each  individual  listed  on  the 
roster 

Systems  exempted  from  certain  provisions  of  the  act:  None  ■ 

DIOS 

System  name:  Staff  Telephone  Listing  ^ 
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SyslcM  locatloa:  Primary  System-Adminiatrative  Office,  Assistant 
Secretary  of  Defense  (Intelligence).  Washington.  DC  20301 
Categories  of  iadividnals  covered  by  the  system:  Office  Staff  Per¬ 
sonnel 

Categories  of  records  la  the  system:  Xerox  Sheet  listing  official 
telephone,  station  code  and  secure  telephone  numbers 
Authority  (or  maiatenance  of  the  system:  Title  S  US30I 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Contact  individual  staff 
members  in  normal  course  of  business  day. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  8  x  10  t/2'  Xeroxed  plain  bond  sheets 
RetrievabilHy:  List  is  separated  by  staff  elements  and  is  not 
alphabetized  by  last  name. 

Safeguards:  Afforded  appropriate  protection  at  all  times 
Retention  and  dbposal:  Continuously  updated  as  new  members 
arrive  and  old  members  depart  permanent  duty. 

System  manager(s)  and  address:  Administrative  Office,  Assistant 
Secretary  of  Defense  (Intelligence),  Washington,  DC  20301 
Notification  procedure:  Requests  should  be  addressed  to 
SYSMANAGER 

Record  access  procedures:  Procedures  for  gaining  access  should 
be  directed  to: 

Administrative  Office,  Assistant  Secretary  of  Defense 
(Intelligence) 

Room  3C200 
Pentagon  Building 
Washington,  DC  20301 
Telephone  693  0683 

Contesting  record  procedures:  Office  of  the  Assistant  Secretary  of 
Defense  (Intelligence)  may  be  contacted  for  rules  for  access  and 
contesting  contents  of  records  and  appealing  initial  determinations 
by  the  individuals. 

Record  source  categories:  Inquiry  of  each  individual  listed  on  the 
roster 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DLAOl 

System  name:  Security  Clearance  File 
System  location:  Primary  System-Office  6t  Research  and  Ad¬ 
ministration,  Assistant  Secretary  of  Defense  (Legislative  Affairs), 
Washington,  DC  20301. 

Categories  of  individuals  covered  by  the  system:  Congressional 
Staff  Personnel. 

Categories  of  records  in  the  system:  Card  file  listing  security 
clearances  for  Congressional  staff  personnel. 

Authority  lor  maintenance  of  the  system:  Executive  Order  11652. 
Routine  uses  of  records  maintained  in  the  system,  including  cate^- 
lies  of  users  and  the  purposes  of  such  uses:  When  classified  material 
is  submitted  to  Members  or  committees  of  Congress,  the  card  file 
is  screened  to  insure  that  the  person  receiving  the  material  is 
properly  cleared. 

Policies  and  praetkes  (or  storing,  retrieving,  accessing,  retaining, 
nnd  disposing  of  records  in  the  system: 

Storage:  Vertical  file  cards. 

Retrievability:  Card  files  are  listed  alphabetically  by  last  name 
and  committee  or  Member  to  whom  assigned. 

Safeguards:  Afforded  appropriate  protection  at  all  times. 

Retention  and  disposal:  Kept  on  personnel  only  during  the  time 
employed  by  the  Congress. 

System  managerfs)  and  address:  Office  of  Research  and  Adminis¬ 
tration,  Assistant  Secretary  of  Defense  (Legislative  Affairs), 
Washington.  DC  20301. 

Notification  procedure:  Requests  should  be  addressed  to  the 
SYSMANAGER. 

Record  access  procedures:  Procedures  for  gaining  access  should 
be  directed  to: 

Office  of  Research  and  Administration,  Assistant  Secretary  of 
Defense  (Legislative  Affairs). 

Room  3D932. 

Pentagon  Building. 

Washington,  DC  20301. 

Telephone:  697-9166. 


Contesting  record  procedures:  Office  of  the  Assistant  Secretary  of 
Defense  (Legislative  Affairs)  may  be  contacted  for  rules  for  access 
and  contesting  contents  of  records  and  appealing  initial  determina¬ 
tions  by  the  individuals. 

Record  source  categories:  Certificate  of  Clearance  (SD  Form  176) 
is  received  from  Director,  Personnel  Security,  Office 
DASD(Admin)  OASD(C). 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
DLA02 

System  name:  Biographic  Data  File. 

System  location:  Primary  System-Office  of  Research  and  Ad¬ 
ministration  for  the  Assistant  Secretary  of  Defense  (Legislative  Af¬ 
fairs),  Washington,  DC  20301. 

Categories  of  individuals  covered  by  the  system:  Members  of  Con¬ 
gress 

Categories  of  records  in  the  system:  Biographic  data  files  include 
date  and  place  of  birth,  marital  status,  educational  background, 
military  service,  voting  district,  and  voting  record  pertaining  to 
Defense  issues. 

Authority  tor  maintenance  of  the  system:  Title  10,  US  Code,  Sec¬ 
tion  133. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Routine  use  of  public 
background  information  is  helpful  to  DOD  officials  meeting  Mem¬ 
bers  of  Congress  on  trips;  in  hearings;  and  in  discussions  of 
problem  areas.  Knowing  the  generalized  background  of  the  Member 
is  conducive  to  intelligent  discussion  of  mutual  problems. 

Purpose-To  assist  Legislative  Liaison  officers  in  presenting 
material  to  individual  Congressmen,  and  to  aid  Defense  witnesses 
in  preparing  for  testimony  before  Congressional  committees. 

Polictes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically. 

Safeguards:  Stored  in  locked  metal  filing  cabinet. 

Retention  and  disposal:  Biographic  data  on  incumbent  members  is 
maintained  for  their  entire  term  of  office. 

System  maaager(s)  and  address:  Office  of  the  Assistant  Secretary 
of  Defense  (Legislative  Affairs). 

Notification  procedure:  Written  requests  for  information  should 
be  addressed  to  the  SYSMANAGER. 

Personal  visits  are  directed  to  Room  3D932,  Pentagon,  Washing¬ 
ton,  DC.  Valid  proof  of  identity  is  required. 

Record  accem  procedures:  Procedures  for  gaining  access  by  an  in¬ 
dividual  may  be  obtained  from  the  following: 

Director,  Research  and  Administration,  OASD(LA). 

Room  3D932. 

Pentagon  Building. 

Washington,  DC  20301. 

Telephone:  697-9166. 

Contesting  record  procedures:  Office  of  the  Assistant  Secretary  of 
Defense  (Legislative  Affairs)  may  be  contacted  for  rules  for  access 
and  contesting  contents  of  records  and  appealing  initial  determina¬ 
tions  by  the  individuals. 

Record  source  categories:  Data  is  gathered  from  the  Congressional 
Quarterly,  Congressional  Record,  Congressional  Directory  and 
other  printed  media  pertaining  to  Members  of  Congress. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

DM&RA  01.0 

System  name:  Overseas  Education  Correspondence  Files 

System  locathm:  Teacher  Recruitment  Division,  Office  of  Over¬ 
seas  Dependents  Education,  Office  of  the  Assistant  Secretary  of 
Defense,  Manpower  and  Reserve  Affairs. 

Categories  of  individnals  covered  by  the  system:  Any  individual 
with  whom  or  about  whom  the  Teacher  Recruitment  Branch  has 
correspondence . 

Categories  of  records  in  the  system:  File  contains  all  correspon¬ 
dence  received  from  and  responses  to  individuals  writing  the 
Teacher  Recruitment  Branch. 

Authority  (or  maintenance  of  the  system:  PL  86-91 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Teacher  Recruitment 
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Division  •  to  mainUin  accurate  record  of  correspondence  with  in¬ 
dividuals  making  inquiry  to  Division;  any  individual  records  might 
be  transferred  to  any  component  of  the  Department  of  Defense; 
having  a  need  to  know  in  the  performance  of  official  business,  dis¬ 
closure  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  either  the  last  name  of  the 
correspondent  or  the  last  name  of  the  employee/applicant  the  cor¬ 
respondence  concerns. 

Safeguards:  Building  employs  security  guards,  office  locked  dur¬ 
ing  non-business  hours. 

Retentioa  and  disposal:  Files  are  retained  for  three  years. 

System  manages)  and  addrem:  Director,  Office  of  Overseas  De¬ 
pendents  Education,  Office  of  the  Assistant  Secretary  of  Defense, 
(MARA),  The  Pentagon,  Washington,  D.C.  20301. 

Nodfication  procednre:  Information  may  be  obtained  from: 

Chief,  Teacher  Recruitment  Division 

Office,  Overseas  Dependents  Education 

Room  138 

Architect  Building 

Rosslyn,  VA  22209 

Telephone:  Area  Code  202/694-2621 

Record  aeccm  preccdarcs:  Requests  from  individuals  should  be 
addressed  to:  Teacher  Recruitment  Division,  Office  of  OverseasDe- 
pendents  Education,  Office  of  the  Assistant  Secretary  of  Defense 
(MARA),  The  Pentagon,  Wathington,D.C.  20301. 

Written  requests  for  information  should  contain  full  name  and 
address  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver’s  license  or  other  identifica¬ 
tion  card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  source  categories:  Correspondence  initiated  by  the  in¬ 
dividual  or  by  others  on  his  or  her  behalf  and  replies. 

Systems  eiempted  from  certain  provisions  of  the  act:  NONE 
DMARA  02.0 
System  name:  Teacher  Application  Files 

System  location:  Teacher  Recruitment  Division,  Office  of  Over¬ 
seas  Dependents  Education,  Office  of  the  Assistant  Secretary  of 
Defense  (Manpower  A  Reserve  Affairs),  Room  138,  Architect 
Bldg,  1400  Wilson  Blvd,  Arlington,  VA  22209 

Categories  of  Individnals  covered  by  the  system:  Any  citizen  who 
applies  for  a  position  with  the  DoD  Overseas  Dependents  Schools 

Categories  of  records  in  the  system:  File  contains  all  papers  and 
forms  relating  to  individual’s  application  for  employment  to  include 
SF  I7I,  Personal  Qualifications  Statement;  DD  1833,  DoD  Depen¬ 
dents  Schools  -  Application  Index;  DD  1836,  Supplemental  Applica¬ 
tion  for  Employment  with  DoD  Overseas  Dependents  Schools;  DD 
1436,  Professional  Evaluation  Department  of  Defense  Overseas  De¬ 
pendents  Schools;  DD  1433,  Record  of  Personal  Interview;  official 
college  transcripts;  copy  of  teaching  certificates;  copy  of  birth  cer¬ 
tificates;  and  correspondence  to  or  concerning  applicant. 

Authority  for  maiutcuaucc  of  the  system:  PL  86-91 

Rontiuc  uses  of  records  maiutalucd  in  the  system,  including  catego- 
rks  of  users  and  the  purposes  of  such  uses:  Teacher  Recruitment 
Division  -  To  determine  qualifications,  and  make  selection  of  can¬ 
didates  for  positions  with  DoD  Overseas  Dependents  Schools  of 
selected  applicants;  to  review  types  of  experience,  educational 
background,  evaluation  of  previous  employers,  professional  cre¬ 
dentials  interviewer’s  rating. 

Department  of  the  Army  •  Staff  Agencies  and  Commands  to 
complete  processing  of  hired  individuals,  to  obtain  Civil  Service 
Commission  National  Agency  Check,  medical  examination,  pass¬ 
ports,  arrange  transportation  and  shipment/storage  household 
goods,  and  to  provide  gaining  Civilian  Personnel  Offices  necessary 
documentation  for  placing  individuals  on  rolls. 


Department  of  the  Air  Force  •  Staff  Agencies  and  Commands  to 
complete  processink  of  hired  individuals,  to  obtain  Civfl  Service 
Commission  National  Agency  Check,  medical  examination,  pass¬ 
ports,  arrange  transportation  and  shipment/storage  household 

goods,  and  to  provide  gaining  Civilian  Personnel  Offices  necessary 
documentation  for  placing  individuals  on  rolls. 

Department  of  the  Navy  -  Staff  Agencies  and  Commands  to 
complete  processing  of  hired  individuals,  to  obtain  Civil  Service 
Commission  National  Agency  Check,  medical  examination,  pass¬ 
ports,  arrange  transportation  and  shipment/siorage  household 

goods,  and  to  provide  gaining  Civilian  Personnel  Offices  necessary 
documentation  for  placing  individuals  on  roDs. 

Any  individual  records  in  a  system  of  records  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  having  a 
need  to  know  in  the  performance  of  official  business. 

Records  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieviug,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name  of  applicant. 

Cross  file  by  index  card  by  category  (teaching  field)  of  applicant. 

Cross  file  by  index  card  by  location  of  applicant. 

Safeguards:  Building  employs  security  guards,  office  locked  dur¬ 
ing  non-business  hours.  Records  are  maintained  in  area  accessible 
only  to  authorized  personnel  who  are  properly  screened. 

Retention  and  disposal:  Records  are  retained  for  recruitment 
period  (no  more  than  one  year). 

For  non-selected  applicants,  portions  are  returned  to  appUcant 
for  future  use  and  portions  are  destroyed. 

Records  for  selected  applicants  are  forwarded  to  Department  of 
the  Army.  Department  of  the  Air  Force,  or  Department  of  the 
Navy  as  appropriate  processing. 

System  mauagerfs)  and  addrem:  The  Director.  Office  of  Overseas 
Dependents  Education,  Office  of  the  Secretary  of  Defense, 
Washington,  D.C.  20301 

Not^ation  procedure:  Information  may  be  obtained  from: 

Chief,  Teacher  Recruitment  Division 

Office,  Overseas  Dependents  Education 

Room  138 

Architect  Building 

1400  Wilson  Boulevard 

Rosslyn.  Virginia  22209 

Telephone:  Area  Code  202/694-2626 

Record  accem  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to:  Teacher  Recruitment  Division,  Office  of  Overseas  De¬ 
pendents  Education,  Office  of  the  Secretary  of  Defense,  Washing¬ 
ton.  D.C.  20301. 

Written  requests  for  information  should  contain  the  full  name 
and  address  of  the  individual. 

Contesting  record  procedures:  The  Department’s  rules  for  contest¬ 
ing  contents  and  appealing  initial  determinations  may  be  obtained- 
from  the  Director,  Office  of  Overseas  Dependents  Education;  Of¬ 
fice  of  the  Secretary  of  Defense.  Washington.  D.C.  20301. 

Record  source  categories:  Former  employers,  educational  institu¬ 
tions,  and  information  supplied  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DMARA  03.0 

System  name:  Employer  Support  File  (PLEDGE) 

System  locatioa:  Primary  Location:  Air  Force  Data  Services 
Center,  Room  1D132.  The  Pentagon.  Washington,  D.C.  20330.  ' 

Hard  copy  roster  located  at:  National  Committee  for  Employer 
Support  of  the  Guard  and  Reserve,  Room  3A24,  400  Army-Navy 
Drive.  Arlington,  VA  22202. 

Categories  of  individnab  covered  by  the  system:  Self  employed  in¬ 
dividuals,  individuals  heading  companies  tearing  their  names,  the 
pledging  officials  representing  various  companies,  or  staff  directors 
who  have  pledged  to  support  the  National  Guard  and  Reserve  com¬ 
ponents. 

Categories  of  records  in  the  system:  Name,  address,  geographic  lo¬ 
cation,  size,  and  business  of  pledging  company. 

Authority  for  maiutcuaucc  of  the  system:  10  USC  136 
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PRIVACY  ACT  ISSUANCES 


Ronttae  aan  •!  wcordi  ■■tetalacd  Ib  tb«  lyttni,  taichidtaig  catcg*- 
rin  ot  atert  aad  tkc  parpaaca  at  tack  aaaa:  The  purpose  of  the  fik  it 
to  assist  in  informing  the  public  and  encouraging  employers  to  sup¬ 
port  the  Guard  and  Reserve. 

National  Committee  for  Employer  Support  of  the  Guard  and 
Reserve;  used  to  answer  inquiries  from  employees  or  prospective 
employees  of  companies  concerning  whether  a  company  hat 
pledged  to  support  the  Guard  and  Reserve;  used  by- members  of  the 
advisory  council  to  assist  Guard  and  Reserve  members  who  are  ex¬ 
periencing  difficulties  with  companies  that  have  pledged;  used  at  a 
screening  tool  to  prevent  re-solicitation  of  support  from  employers 
who  have  already  pledged;  used  to  supply  state  level  organizations 
lists  of  companies  in  state  which  have  pledged;  used  to  prepare 
speech  and  pressrelease  material  mentioning  companies  that  have 
pledged. 

Any  individual  records  in  the  system  may  be  transferred  to  any 
component  of  the  Department  of  Defense  having  a  need  to  know  in 
the  performance  of  official  business. 

Records  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  and 
civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Computer  Tape 

Rctrievability:  Retrieved  by  company  name,  geographic  location, 
or  type  of  business  • 

Safeguards:  Primary  location  is  a  TOP  SECRET  facility. 

Hard  copy  output  is  accessible  to  authorized  personnel  only  dur¬ 
ing  working  hours;  room  is  locked  after  hours  and  building  has 
security  guards. 

Reteatioa  and  disposal:  Records  are  permanent. 

System  managerts)  and  address:  Chairman,  National  Committee 
for  Employer  Support  of  the  Guard  and  Reserve,  Room  3A24,  400 
Army-Navy  Drive,  Arlington,  VA  22202. 

Notification  procedure:  Information  may  be  obtained  from: 
Chairman,  National  Committee  for  Employer  Support  of  the 
Guard  A  Reserve 
Room  3A24 
400  Army-Navy  Drive 
Arlington,  VA  22202 
Telephone:  Area  Code  202/697-6902 

Record  access  procedures:  Requests  for  ihformation  should  be  ad¬ 
dressed  to:  Chairman,  National  Committee  for  Employer  Supportof 
the  Guard  and  Reserve,  Room  3A24,  400  Army-Navy  Drive, 
Arlington,  VA  22202. 

Written  requests  should  contain  the  name  of  the  individual  and/or 
employer,  current  mailing  addressand  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver's  license. 

ContcstlBg  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  source  categories:  Information  is  supplied  by  employers 
who  have  pledged,  from  Dunn  A  Bradstreet,  and  from  Census 
Dau. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
DM&RA  04.0 

System  name:  Reenlistment  Eligible  File  (RECRUIT) 

System  location:  W.  R.  Church  Computer  Center,  Naval  Postgrad¬ 
uate  School,  Monterey,  CA  93940 

Back-up  file  •  Department  of  Defense  Manpower  Research  and 
Data  Analysis  Center,  7th  Floor,  300  N.  Washington  St.,  Alexan¬ 
dria,  VA  22314 

Back-up  file  •  Department  of  Defense  Manpower  Research  and 
Data  Analysis  Center,  SSO  Camino  El  Estero,  Monterey,  CA  93940 

Categories  of  indlvidBab  covered  hy  the  system:  Former  enlisted 
personnel  of  the  military  services  who  separated  from  active  duty 
during  the  immediately  preceding  forty-eight  months  and  who  are 
eligible  for  immediate  reenlistment. 

Categories  ot  records  In  the  system:  Social  Security  Account 
Number,  Name,  Service,  Date  of  Birth,  and  Date  of  Separation. 

Authority  for  maintenance  ot  the  system:  10  USC  136 


Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  M  such  uses:  The  purpose  of  the 
system  is  to  assbt  recruiters  in  recniisting  prior-service  personnel. 

Department  of  Defense  Manpower  Research  and  Data  Analysis 
Center  -  used  to  provide  to  recruiters  4nthe  military  service  and  the 
Coast  Guard  information  on  individuals  eligible  for  immediate  reen- 
listment;  for  statistical  analyses  of  prior-service  reenlistment  trends  < 
and  of  demographic  characteristics  of  applicants  for  reenlistments ; 
such  analyses  may  require  merging  with  other  recordsystems. 

Any  individual  records  contained  in  the  system  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  having  a 
need  to  know  in  the  performance  of  ^fkial  business. 

Any  record  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dUpodag  of  records  In  tkc  system: 

Storage:  Most  recent  thirty-six  months  separation  stored  on  mag¬ 
netic  disc;  full  forty-eight  months  stored  onmagnetic  tape. 

Retrievabllity:  Retrievable  by  Social  Security  Account  Number. 

Safeguards:  DISC  Ffle  is  protected  by  password  access  and  hard¬ 
wire  system. 

Alexandria,  Virginia  location  has  tape  storage  area  in  locked 
room  accessible  only  to  authorized  personnel;  building  is  locked 
after  hours. 

Monterey,  California  location  has  tape  storage  area  in  locked 
room  accessible  only  to  authorized  personnel;  building  is  locked 
after  hours. 

Recruiters  making  telephone  inquiries  must  have  valid  recruiter 
identification  and  call-back  number. 

RetentioB  aad  dbpuaal:  Records  more  than  forty-eight  months  old 
are  purged  from  the  system. 

System  managcrls)  and  address:  Director,  Manpower  Research 
and  Data  Analysis  Center,  S50  Camino  El  Estero,  Monterey, 
California  93940 

Notification  procedure:  Information  may  be  obtained  from; 
Manager,  RECRUIT  System 
Manpower  Research  and  Data  Analysis  Center 
300  N.  Washington  St.,  7th  Floor 
Alexandria,  VA  22314 
Telephone:  Area  Code  703/32S-0490 

Record  aceem  procednres:  Requests  from  individuals  should  be 
addressed  to:  Manager,  RECRUIT  System,  Manpower  Research 
and  Data  Analysis  Center,  3(X>  N.  Washington  Street,  Alexandria, 
VA  22314 

Written  requests  for  information  should  contain  the  full  name, 
current  address,  telephone  number.  Social  Security  Account 
Number,  and  date  of  separation  of  the  individual. 

For  personal  vbits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver's  license. 

ContcstlBg  record  procedures:  The  Agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  source  categories:  The  data  contained  in  the  system  are 
obtained  from  the  Army,  Navy,  Air  Force,  Marine  Corps,  and 
Coast  Guard. 

SystcBU  exenipted  from  certaia  provisioBS  of  the  act:  NONE 
DMARA  06.0 

System  name:  Department  of  Defense  Priority  Placement  Program 
(STOPPER  LIST) 

System  iMation:  Primary  Location:  Defense  Electronics  Supply 
Center,  1S07  Wilmington  F4ke,  Dayton,  Ohio  45444 

Decentralized  locations:  hard  copy  rosters/listing  supplied  every 
two  weeks  to  all  DoD  Civilian  Personnel  Offices  world-wide 
(approximately  SOO  locations)  and  to  other  personnel  management 
activities.  • 

Categories  of  individuals  covered  hy  the  system:  Displaced  career 
and  career-conditional  employees  adversely  affected  by  reductions- 
in-force  or  transfer  of  function;  overseas  non-displaced  career  and 
career-conditional  employees  being  returned  to  the  U.S.  AO  in¬ 
dividuals  in  file  must  voluntarily  initiate  entry  into  the  system. 

Categories  of  records  in  the  system:  Ffle  contains  summary  of  oc¬ 
cupational  experience,  education,  training,  age,  sex,  hei^t  and 
weight  .marital  status. 


FEDERAL  REGISTER,  VOL.  43,  NO.  1 88— WEDNESDAY,  SEPTEMBER  38,  1977 


DEPARTMENT  OF  DEFENSE 


50763 


Aatk«rhy  tor  MolatraMCC  of  the  tjgUm:  10  USC  136 

Rootiac  aacs  of  rccorda  aaialaiacd  la  tk*  ayttMa,  lacladiag  catcgo* 
rfea  of  aacra  aad  Um  parpoaoa  of  aack  aaca:  The  purpose  of  the  file  ia 
to  assist  displaced  employees  and  overseas  returnees  in  securing 
employment. 

DoD  Civilian  Personnel  Offices  •  used  to  assist  activities  in  filling 
vacant  positions  and  in  assisting  displaced  employees  and  overseas 
returnees  in  obtaining  employment. 

DoD  Activities:  short  resume  of  individual’s  background  used  in 
assessing  qualifications  for  vacant  positions. 

Office  of  the  Deputy  Assistant  Secretary  of  Defense,  Civilian 
Personnel  Policy  •  used  for  statistical  analyses  of  civilian  personnel 
employment  trends  and  patterns  and  for  establishing  policy  and  for 
planning  purposes;  informing  individuals  in  system  of  non-govern¬ 
ment  job  opportunities. 

Other  Federal  Agencies;  used  in  filling  vacant  positions. 

Any  individual  records  contained  in  the  system  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  having  the 
need  to  know  in  the  performance  of  official  business. 

Any  record  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  rcUining, 
aad  disposing  of  records  la  the  system: 

Storage;  Magnetic  computer  tape 

Retrievability:  Normally  retrievable  by  occupation  and  grade. 

Safeguards:  The  primary  location  is  identified  as  a  secure  area; 
access  is  through  electrically  controlled  doors  and  cypher  locks; 
tapes  are  stored  in  a  vault  when  not  in  use. 

Retention  and  disposal:  Records  of  displaced  employees  are  main¬ 
tained  in  the  system  for  one  year. 

Records  of  overseas  returnees  are  entered  six  months  prior  to 
return  and  are  maintained  until  individual  is  placed  in  job  or  leaves 
the  government.  Initial  input  for  records  is  hard  copy,  which  is 
destroyed  after  tape  record  is  created. 

System  managcr(s)  and  address:  Director,  Staffing  Policies  and 
Programs,  Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Civilian  Personnel  Policy),  Room  3D281,  The  Pentagon,  Washing¬ 
ton,  D.C.  20301. 

Notification  procedare:  Information  may  be  obtained  from  the  De¬ 
partment  of  Defense  Civilian  Personnel  Office  where  the  individual 
registered  to  enter  the  system. 

Record  aceem  procedures:  Written  requests  from  individuals 
should  be  directed  to  the  Department  of  Defense  Civilian  Personnel 
Office  where  the  individual  registered  to  enter  the  system  and 
should  include  name  and  current  mailing  address  and  telephone 
number. 

For  personal  visits,  the  individual  should  be  able  to  present  to 
the  personnel  office  some  acceptable  identification,  such  as  a 
driver's  license  or  other  ID  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  ^  obtained  from  the  SYSTEM 
MANAGER. 

Record  source  categories:  The  individual  must  take  action  to  place 
his  record  in  the  system;  information  entered  into  the  record  is  pro¬ 
vided  by  the  individual  in  writing  or  through  employment  counsel¬ 
ing;  additional  information  is  obtained  from  the  individual’s  official 
personnel  file  (20i  file). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DM&RA  07.R 

System  name:  Department  of  Defense  Overseas  Employment  Pro¬ 
gram 

System  location:  Defense  Electronics  Supply  Center,  1507 
Wilmington  Pike,  Dayton.  Ohio  45444 

Categories  of  individuals  covered  by  the  system:  Career  and 
career-conditiona)  employees  of  the  Federal  Government  and  reen- 
statement  eligible  employees  who  desire  overseas  employment  and 
voluntarily  register. 

Categories  of  records  ia  the  system:  FOe  contains  summary  of  oc¬ 
cupational  experience,  education,  training,  age,  sex,  height  and 
weight.marital  status. 

Aatkority  for  maintenance  of  the  system:  10  USC  136 


Rontiae  uses  of  records  maintained  ia  the  system,  incindiag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  The  purpose  of  the 
system  is  to  provide  an  automated  applicant  supply  system  for  use 
in  filling  overseas  job  vacancies. 

Department  of  Defense  activities  -  the  system  is  utilized  to  fill 
overseas  job  vacancies. 

Other  Federal  Agency  -  the  system  is  utilized  to  fill  overseas  job 
vacancies. 

Office  of  the  Deputy  Assistant  Secretary  of  Defense  (Civilian 
Personnel  Policy)  -  used  for  statistical  analyses  for  policy,  planning, 
and  guidance;  for  evaluation  of  the  effectiveness  of  the  program, 
and  for  monitoring  of  activity  compliance  with  the  program. 

Any  individual  records  contained  in  the  system  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  having  the 
need  to  know  in  the  performance  of  official  business. 

Any  record  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage;  Magnetic  Computer  Tape 

Retrievability:  Retrieval  by  occupational  skill  and  grade 

Safeguards:  The  location  is  identified  as  a  secure  area;  access  is 
through  electrically  controlled  doors  and  cypher  locks;  tapes  are 
stored  in  a  vault  when  not  in  use. 

Retention  and  disposal:  Records  remain  in  the  system  for  one 
year  or  until  the  individual  is  placed  in  an  overseas  position;  the  in¬ 
dividual  is  notified  after  eleven  months  that  his  registration  is  about 
to  expire  and  is  given  the  opportunity  to  re-register  for  another 
year. 

System  manager(s)  and  address:  Director,  Staffing  Policies  and 
Programs.  Office  of  the  Deputy  Assistant  Secretary  of  Defense 
(Civilian  Personnel  Policy),  Room  3D281,  The  Pentagon,  Washing¬ 
ton,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from  the  De¬ 
partment  of  Defense  Civilian  Personnel  Office  where  the  individual 
registered  to  enter  the  system. 

Record  access  procedures:  Written  requests  from  individuals 
should  be  directed  to  the  Department  of  Defense  Civilian  Personnel 
Office  where  the  individual  registered  to  enter  the  system  and 
should  include  name,  current  mailing  address  and  telephone 
number. 

For  personal  visits,  the  individual  should  be  able  to  present  to 
the  personnel  office  some  acceptable  identification,  such  as  driver’s 
license  or  other  ID  card. 

Coatesdag  record  procedures:  The  agency's  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  ^  obtained  from  the  SYSTEM 
MANAGER. 

Record  soarce  categories:  Information  in  the  file  is  obtained  from 
the  individual,  either  in  writing  or  through  interviews  with  person¬ 
nel  counselors,  and  from  his  official  personnel  file  (201  file). 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
DM&RA  08.0 

System  name:  Central  Automated  Inventory  and  Referral  System 
(CAIRS) 

System  location:  Defense  Electronics  Supply  Center.  1507 
Wilmington  Pike,  Dayton.  Ohio  45444 

Categories  of  iadividnals  covered  by  the  system;  All  Department  of 
Defense  General  Schedule  Civilian  Employees  GS-5  or  higher  and 
former  employees  terminated  within  a  one-year  period. 

Categories  of  records  fai  the  system:  Name,  home  and  work  ad¬ 
dresses,  SSAN,  educational  background,  work  experience,  grade 
and  salary,  occupation,  age,  special  qualifications,  awards,  military 
reserve  status,  supervisory  appraisals. 

Authority  for  maintenance  of  the  system:  10  USC  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  The  purpose  of  the 
system  is  to  provide  a  list  of  eligible  candidates  qualified  to  fill 
position  vacancies  at  GS-13  and  higher  level  and  to  provide  infor¬ 
mation  for  program  analyses  and  management. 

All  DoD  Civilian  Personnel  Offices  and  the  components  serviced 
by  these  offices  are  required  to  submit  job  vacancies  in  designated 
occupation  series  against  CAIRS  file  for  the  generation  of  a  listwith 
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resumes  of  qualified  candidates  for  consideration  by  selection  panel 
and  others. 

Office  of  the  Deputy  Assistant  Secretary  of  Defease  (Civilian 
Personnel  Policy)  •  ased  for  statistical  analyses  of  civilian  work¬ 
force,  and  management  and  evaluation  of  specific  employment  pro¬ 
grams  within  the  Department  of  Defease. 

Any  individual  records  contained  in  the  system  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  having  the 
need  to  know  in  the  performance  of  official  business. 

Any  record  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigatioo  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  computer  tape 

Ectrievabillty:  Retrievable  by  occupation,  SSAN,  name,  special 
skills,  educational  background,  or  training  background. 

Safeguards:  The  location  is  identified  as  a  secure  area;  access  is 
through  electrically  controlled  doors  and  cypher  locks;  tapes  are 
stored  in  a  vault  when  not  in  use. 

Eetentioa  and  dispasal:  Records  are  updated  once  per  year  for  all 
individuals  in  the  system  or  as  new  employees  are  hired.  No  histor¬ 
ic  records  are  maintained. 

System  managers)  and  addrem:  Director  of  Employment  and 
Career  Development.  Office  of  the  Deputy  Assistant  Secretary  of 
Defense  (Civilian  Personnel  Policy)  Room  3D281.  The  Pentagon, 
Washington,  D.C.  20301. 

NotElcatioa  procedure:  Information  may  be  obtained  from: 

Director  of  Employment  and  Career  Development 
Office  of  the  Deputy  Assistant  Secretary  of  Defense  (Civilian 
Personnel  Policy) 

Room  3D28I 
The  Pentagon 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/OXS-0813 

Record  aceem  procedures:  Written  requests  from  individual^ 
should  be  addressed  to  Director,  Central  Automated  Ihventory  & 
Referral  Center,  Defense  Electronics  Supply  Center,  1S07  Wilming¬ 
ton  Pike,  Dayton,  Ohio  4S444. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  driver’s  license  or  other  ID  card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  may  be  obtained  from  the  SYSTEM 
MANAGER. 

Record  source  categories:  Data  are  obtained  from  the  individual 
himself,  from  his  official  personnel  folder  (201  file),  from  his  SF 
171, land  from  supervisory  appraisals. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DMERA  09.1 

System  name:  DRRI  Student  File 

System  locatioa:  Primary  Location  -  Bldg.  986(MU811)  Patrick 
AFB,  FL  32925 

Hard  copy  back-up  file  for  students  in  active  status,  location  is 
Tests  and  Measurement  Division,  Defense  Race  Relations  Institute, 
Patrick  AFB,  FU.  32925. 

Hard  copy  back-up  fde  for  former  students,  the  location  is 
Research  and  Evaluation  Division,  Defense  Race  Relations  In¬ 
stitute,  Patrick  AFB,  Fla.  32925. 

Categories  of  tedividnals  covered  by  the  system:  All  current  or 
former  students  at  the  Defense  Race  Relations  Institute. 

Categories  of  records  in  the  system:  Life  history  summary,  name, 
race,  age,  military  organization,  test  and  examination  scores  and 
forms,  peer  group  and  instructor  ratings,  advisor  progress  reports. 

Authority  for  maintenance  of  the  system:  10  USC  136 

Rontiae  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  evaluate  the  progress  of  students  enroOed  at  the  Defense  Race 
Relations  Institute  and  to  create  a  permanent  record  of  academic 
accomplishment. 

The  Defense  Race  Relations  Institute  -  used  by  advisors  in  coun¬ 
seling  students;  to  verify  attendance  and  grades  to  colleges  and 
universities;  to  select  instructors;  to  make  decisions  to  release  stu¬ 
dents  from  the  program. 

.Used  by  students  to  evaluate  their  programs. 


Any  individual  records  in  the  system  may  be  transferred  to  any  | 

component  of  the  Department  of  Defense  having  the  need  to  know 
in  the  performance  of  official  business. 

Records  may  be  disclosed  to  law  enforcement  or  investigatory  i 

authoritiet  for  investigations  and  possible  criminal  prosecution,  ; 

civil  court  action,  or  regulatory  order.  i 

Policies  and  practices  for  storing,  retrieviag,  accessing,  rctainiug, 
and  disposing  of  records  in  the  system: 

Storage:  Primary  file  is  magnetic  computer  tape. 

Back-up  files  are  paper  records  in  file  folders. 

Rctrfevability:  Files  are  sequenced  alphabetically  by  last  name  by  I 

class.  ] 

Safeguards:  Primary  location  is  a  controlled  access  area.  ^ 

Back-up  files  -  storage  is  in  locked  file  cabinets.  Only  authorized  | 

personnel  have  access  to  files. 

Retention  and  disposal:  Permanent 

System  managcr(s)  aud  address:  Director,  Defense  Race  Relations 
Institute,  Patrick  AFB,  Fla.  32925 
Notification  procedure:  Information  can  be  obtained  from: 

Director,  Defense  Race  Relations  Institute 
Patrick  AFB.  Fla.  32925 
Telephone:  Area  Code  305/494-6976 
Record  access  procedures:  Requests  from  individuals  should  be 
addressedito  the  Director,  Defense  Race  Relations  Institute,  Patrick 
AFB,  FU.  32925 

Written  requests  for  information  shoi^  contain  the  full  name, 
current  address  and  telephone  number,  and  cUss  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  miliUry  ID  card  or  driver’s 
license. 

Coutestiag  record  procedures:  The  agency’s  rules  for  access  to  j 

records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  may  be  obtained  from  the  SYSTEM 
MANAGER. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual,  student  peers,  instructors,  counselors,  and  examinations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DM&RA  10.0 

System  name:  Equal  Opportunity  Complaint  File 
System  location:  Office  of  the  Deputy  AssisUnt  Secretary  of 
Defense  (Equal  Opportunity),  Room  3E319,  The  Pentagon, 
Washington,  D.C.  20301 

Categories  of  IndIviduaU  covered  by  the  system:  Any  individual 
who  has  filed  or  had  filed  on  his  behalf  a  discrimination  complaint. 

Categories  of  records  in  the  system:  The  letter  or  document  initiat¬ 
ing  complaint,  directions  to  services  on  investigating  compUint,  ser¬ 
vices’  investigatory  report,  and  copies  of  response  to  compUinant. 

Authority  for  maintenance  of  the  system:  10  USC  136 
Routine  uses  of  records  maintained  in  the  system.  Including  catego* 
rics  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  cause  action  to  be  taken  on  discrimination  complaints. 

Office  of  the  Deputy  AssisUnt  Secretary  of  Defense  (Equal  Op¬ 
portunity)  -  used  to  answer  queries  concerning  status  or  disposition 
of  complaints,  for  assigning  actions  and  reviewing  actions  on  com¬ 
plaints,  and  for  analyses  of  trends  or  patterns  in  discrimination 
complaints. 

Records  in  the  system  may  be  transferred  to  any  other  Depart¬ 
ment  of  Defense  component  having  the  need  to  know  in  the  per¬ 
formance  of  official  business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,' 
and  dteposiag  of  records  in  the  system: 

Storage:  Paper  record  in  file  folder. 

RetrlevabilUy:  Filed  by  first  letter  of  last  name  for  service  and 
year. 

Safeguards:  Kept  in  file  drawer;  building  has  security  guards. 

Retentioa  and  disposal:  Files  are  retained  for  one  year  in  active 
status,  one  year  in  inactive  status,  and  then  destroyed. 

System  maaager(s)  and  address:  Deputy  Assistant  Secretary  of 
Defense  (Equal  Opportunity),  Room  3E318,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 

Deputy  for  Plans  and  Policy 
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AstitUnt  Director,  Selected  Policte* 

Office  of  the  Deputy  AsiisUat  Secretary  of  Defense  (Military 
Personnel  Policy) 

Room  3C980 
The  Pentagon 
Washington.  D.C.  20301 

Record  acccaa  procednrea:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director.  Selected  PoUcies,  Office  ofthe 
Deputy  Assistant  Secretary  of  Defense  (MiliUry  Personnel  Policy), 
Room  3C980.  The  Pentagon,  Washihgton,  D.C.  20301. 

Written  requests  for  information  should  contain  the  full  name. 
Service,  and  Social  Security  AccountN umber,  current  address,  and 
telephone  number  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  driver’s  license  or  other  ID  card. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  source  categories:  The  information  in  the  system  is  ob¬ 
tained  from  official  military  personnel  records  and  from  Deserter 
information  Points  within  the  military  services. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DMARA  12.0 

System  name:  Reserve  Components  Common  Personnel  Data 
System  (RCCPDS) 

System  location:  Air  Force  Data  Service  Center,  Room  iD167, 
The  Pentagon.  Washington,  D.  C.  20330. 

Back-up  locations  for  processing;  U.S.  Army  Management 
System  Support  Agency,  Room  BD972,  The  Pentagon.  Washington, 
D.  C.  20310. 

W.R.  Church  Computer  Center,  Naval  Postgraduate  School, 
Monterey,  CA  93940. 

National  Military  Command  System  Support  Center,  Room 
BE68S.  The  Pentagon,  Washington,  D.  C.  20331. 

Categories  of  individuals  covered  by  the  system:  Any  individual 
currently  a  member  of  any  Reserve  or  National  Guard  component, 
and  retired  reservists. 

Categories  of  records  la  the  system:  File  contains  individual’s  So¬ 
cial  Security  Account  Number,  component,  and  other  personnel  in¬ 
formation  such  as  race,  sex,  rank,  age,  and  length  of  service. 

Authority  (or  maintenance  of  the  system:  10  U.S.C.  136. 

Routiae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  generate  official  statistics  concerning  Reserve  Forces’  strength, 
gains,  losses  and  characteristics  of  the  force. 

Office  of  the  Deputy.  Assistant  Secretary  of  Defense  (Reserve 
Affairs)  •  used  to  generate  and  disseminate  official  statistics.  In¬ 
dividual  records  are  used  to  provide  aggregate  statistical  data. 

Any  individual  record  contained  in  the  system  may  be  transferred 
to  any  other  Department  of  Defense  Component  having  the  need- 
to-know  in  the  performance  of  official  business. 

Records  may  bh  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Records  of  Federal  civilian  employees  who  are  reservists  may  be 
disclosed  to  Federal  agencies  for  use  in  emergency  mobilization 
planning.  Records  may  be  disclosed  to  the  Civil  Service  Commis¬ 
sion  concerning  pay  l^nefits,  retirement  deductions,  and  other  in¬ 
formation  necessary  for  the  Commission  to  carry  out  its  Govern¬ 
ment-wide  personnel  management  functions. 

Records  may  be  disclosed  to  the  Director,  Selective  Service 
System  upon  official  request. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  computer  tape. 

RetrievabilHy:  Records  arc  retrievable  by  component,  rank,  age, 
sex,  location,  or  other  attributes,  including  Social  Security  Account 
Number. 


Office  of  the  Deputy  Assistant  Secretary  of  Defense  (Equal 
Opportunity) 

Room  3E3I9 
The  Pentagon 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/69S-0107 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Deputy  for  Plans  and  Policy,  Office  of  the  Deputy 
Assistant  Secretary  of  Defense  (Equal  Opportunity),  Room  3E3I9, 
The  Pentagon,  Washington,  D.C.  20301 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual.  Service,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identifkation  such  as  a  driver’s  Ikense  or  other  ID  card. 

Ceutcattng  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  oonree  categories:  Information  contained  in  the  file  is  ob¬ 
tained  from  the  individual  or  someone  acting  on  his  behalf,  from 
the  Servkes’  investigation  of  the  complaints. 

Systems  exempted  from  eeilaln  provWons  of  the  act:  NONE 
DMARA  11.1 

System  name:  Military  Absentees  in  Foreign  Countries 
(DESERTER) 

System  locntloa:  Primary  System:  Magnetk  tape  and  card  input  to 
tape  maintained  in  Air  Force  Data  Servkes  Center.Room  IDI67 
and  1B4S7,  The  Pentagon,  Washington.  D.C.  20330. 

Decentralized  System:  Hard  copy  print-out  maintained  in  Offke 
of  the  Deputy  Assistant  Secretary  of  Defense  (Military  Personnel 
PoUcy),  Room  3C980,  The  Pentagon,  Washington,  D.C.  20301. 

Decentralized  System:  Hard  copy  print-out  maintained  at  Depart¬ 
ment  of  State.  Passport  Offke,  Room700.  1425  K  St.,  N.W. 
Washington,  D.C. 

Categories  of  Indlvklnals  covered  by  (be  system:  Any  military 
deserter  known  or  belkved  to  have  gone  or  attempted  to  go  to  a 
foreign  country  from  July  1966  to  the  present  (approximately  3000 
individuals). 

Categories  of  records  In  the  system:  Name.  Social  Security  Ac¬ 
count  Number,  and  military  personnel  information  maintained  by 
the  militaryservket  at  deserter  information  points. 

Authority  (or  malateuauce  of  the  system:  10  USC  136 

Routiae  uses  of  records  maintained  la  the  system,  including  categ^ 
rics  of  users  and  the  pnrpooes  of  such  uses:  The  purpose  of  the  fik  is 
to  assist  the  Department  of  State  with  respect  to  maintaining 
records  onU.S.  deserters  in  foreign  countries  with  regard  to  status 
of  passports  and  visas. 

Offke  of  the  Deputy  Assistant  Secretly  of  Defense  (Military 
Personnel  Policy)  used  to  develop  statistkal  reports  on  overseas 
deserters  and  to  provide  information  to  the  Department  of  State. 

Passport  Office.  Department  of  State  -  used  to  monitor  passport 
and  visa  status  of  overseas  deserters. 

Any  individual  records  in  a  system  of  records  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  having  the 
need  to  know  in  the  performance  of  official  business. 

Records  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Polkies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Upe  with  card  input  with  hard  copy  print-outs 
at  decentralized  locations. 

Retricvability:  Retrieval  by  Social  Security  Account  Number, 
name,  and  file  number. 

Safeguards:  The  Air  Force  Data  Servkes  Center,  the  primary  lo¬ 
cation,  is  a  TOP  SECRET  facility;  the  hard  copy  output  is  stored  in 
locked  safes  at  the  decentralized  locations,  cards  are  in  boxes  in 
Room  1B457  ofthe  Pentagon  whkh  is  guarded. 

Retentioa  and  disposal:  Files  are  permanent.  Individual  records 
are  transferred  from  active  to  inactive  status  when  the  case  is 
completed. 

System  maaagcr(s)  and  addrem:  The  Deputy  Assistant  Secretary 
of  Defense  (Military  Personnel  Polky),  Room  3C963,  The  Pen¬ 
tagon,  Washington,  D.C.  20301. 

Notifkation  procedure:  Information  may  be  obtained  from: 


Safeguards:  The  primary  location  is  a  TOP  SECRET  facility.  The 
U.S.  Army  Management  Systems  Support  Agency  is  a  TOP 
SECRET  facility.  The  National  Military  Command  Systems  Sup¬ 
port  Center  is  a  TOP  SECRET  facBity.  Tapes  located  at  the  W.R.  ^ 
Church  Computer  Center,  Monterey,  CA.  are.  stored  in  a  locked  * 
cage  in  machine  room,  whkh  is  a  controOed  access  area;  tapes  can 
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be  phytioUy  accessed  only  by  computer  center  personnel  and  can 
be  mounted  for  processinf  only  if  the  appropriate  security  code  is 
provided. 

RctcatiM  and  dispoeal:  Inventory  files  are  current;  quarterly  his¬ 
tory  files  for  the  master  and  transaction  files  arc  maintained  on  a 
permanent  basis. 

System  managcr(s)  and  address:  Deputy  Assistant  Secretary  of 
Defense  (Reserve  Affairs),  Room  3C^0.  The  Pentagon,  Washing¬ 
ton,  D.  C.  20301. 

Notification  procedure:  Information  may  be  obtained  from: 
Assistant  Director,  Reserve  Personnel  Program,  Office  of  the 
Deputy  Assistant  Secretary  of  Defense  (Reserve  Affairs),  Room 
3C980.  The  Pentagon,  Washington,  D.  C.  20301.  Telephone:  Area 
Code  202/697-0624. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director,  Reserve  Personnel  Program,  Of¬ 
fice  of  the  Deputy  Assistant  Secretary  of  Defense  (Reserve  Af¬ 
fairs),  Room  3C980,  The  Pentagon,  Washington,  D.  C.  20301. 

Written  requests  for  information  should  contain  the  full  name. 
Social  Security  Account  Number,  component,  and  current  address 
and  telephone  number  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver's  license,  or  military  or 
other  ID  card. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  source  categories:  Data  records  are  obtained  from  the  six 
Reserve  components. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
DMRRA  13.0 

System  name:  Survey  Data  Base 

System  location:  Primary  Location  •  W.R.  Church  Computer 
Center,  Naval  Postgraduate  School,  Monterey,  California  93940. 

Decentralized  locations  for  back-up  files  •  Department  of 
Defense.  Manpower  Research  and  Data  Analysis  Center,  7th  Floor, 
300  N.  Washington  St..  Alexandria,  Virginia  22314  and  2nd  Floor, 
S50  Camino  El  Estero,  Monterey,  California  93940. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
were  selected  at  random  for  survey  administration  and  who 
completed  survey  forms.  Survey  data  is  collected  on  a  periodic 
basis.  Current  data  were  collected  at  selected  Armed  Forces  En¬ 
trance  and  Examining  Stations  (AFEES),  during  September  1974, 
May  1975,  or  since  January  1973;  additional  data  were  collected  by 
Gil^rt  Youth  Organization  (civilian  contractor)  in  nation-wide  sur¬ 
veys  during  May  or  November  1973,  or  May  or  November  1974. 

Categories  of  records  iu  the  system:  SSAN  and  responses  to  sur¬ 
vey  items  dealing  with  attitudes  toward  the  military. 

Authority  (or  maintenance  of  the  system:  10  USC  136 

Routine  uses  of  records  maintained  in  the  system,  Incindiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  sample  attitudes  toward  enlistment  in  the  military  and  determine 
reasons  for  enlistment  decisions.  ' 

Manpower  Research  and  Data  Analysis  Center  •  used  to  analyze 
trends  in  enlistment  motivation,  attitudes  toward  military  service, 
attractiveness  of  various  enlistment  incentives;  survey  files  are- 
linked  with  military  personnel  inventory,  gain,  and  loss  files  to 
statistically  relate  survey  data  to  later  advancement,  attritions,  and 
reenHstment  patterns. 

Any  individual  record  in  the  system  may  be  transferred  to  any 
component  of  the  Department  of  Defense  having  the  need  to  know 
in  the  performance  of  official  business. 

Policies  and  pruetkes  (or  storing,  retrieving,  uccessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Magnetic  Computer  Tape 

Rctricvabillty:  Records  can  be  retrieved  by  Service  of  accession, 
period  of  survey,  race,  sex,  education  level,  or  Social  Security  Ac¬ 
count  Number. 

Safeguards:  Tapes  stored  at  the  primary  location  are  kept  in  a 
locked  storage  cage  in  a  controlled  access  area -.tapes  stored  at  the 
back-up  locations  are  kept  in  locked  storage  areas  in  buildings 
which  are  lockedafter  hours. 


Retention  and  disposal:  Records  are  permanent.  Survey  answer 
sheets  which  are  opscanned  to  create  tape  are  destroyed  aftertape 
is  created. 

System  manager(s)  and  addrem:  Director,  Manpower  Research 
and  Data  Analysis  Center,  530  Camino  El  Estero,  Monterey, 
California  93940. 

Notification  procedure:  Information  may  be  obtained  from: 

Chief,  Market  and  Survey  Research  Division 
Manpower  Research  and  Data  Analysis  Center 
300  N.  Washington  St.,  7th  Floor 
Alexandria,  Virginia  22314 
Telephone:  Area  Code  703/325-0490 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Chief,  Market  and  Survey  Research  Division,  Man¬ 
power  Research  and  Data  Analysis  Center,  300  N.  Washington  St., 
Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name. 
Social  Security  Account  Number,  and  current  address  and 
telephone  number  of  the  individual.  In  addition,  the  approximate 
date  and  location  where  the  survey  was  completed  should  be  pro¬ 
vided. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver's  license  or  military  or 
other  ID  card. 

Contesting  record  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  source  categories:  The  survey  information  is  provided  by 
the  individual;  additional  data  which  are  linked  to  survey  data  as 
described  in  the  routine  uses  section,  are  obtained  from  the  military 
services. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
DM&RA  14.0 

System  name:  MARDAC  Data  Base 

System  location:  Primary  location:  W.R.  Church  Computer 
Center,  Navy  Postgraduate  School,  Monterey.  CA  93940 

Back-up  locations  for  processing:  Air  Force  Data  Services 
Center,  Room  1D167,  The  Pentagon,  Washington,  D.  C.  20330. 

U.S.  Army  Management  Systems  Support  Agency,  Room  BD972, 
The  Pentagon,  Washington,  D.  C.  20310. 

National  Military  Command  Systems  Support  Center,  Room 
BE685,  The  Pentagon,  Washington,  D.  C.  20331. 

Back-up  files  maintained  at  two  offices  of  the  DoD  Manpower 
Research  and  Data  Analysis  Center  -  7th  Floor,  300  N.  Washington 
St.,  Alexandria,  VA  22314  and  2nd  Floor,  550  Camino  El  Estero, 
Monterey,  CA  93940. 

Selected  historic  files  are  maintained  at  Air  Force  Data  Services 
Center,  Room  1DI67,  The  Pentagon,  Washington,  D.  C.  pursuant  to 
court  order  in  IBM  anti-trust  case.  These  fUes  will  be  withdrawn 
from  current  location  when  legally  permissible. 

Decentralized  segments  •  military  personnel  research  centers,  and 
military  personnel  centers  of  the  services;  selected  civilian  contrac¬ 
tors  with  research  contracts  in  manpower  area;  other  Federal  agen¬ 
cies. 

Categories 'of  individnals  covered  by  the  system:  All  officer  and 
enlisted  personnel  who  served  on  active  duty  from  July  1,  1968  and 
later;  or  who  have  been  a  member  of  a  reserve  component  since 
July  1975;  or  are  retired  reservists;  participants  in  Project  100,000 
and  Project  Transition  and  the  evaluation  control  groups  for  these 
programs;  all  individuals  examined  to  determine  eligibility  for^  mili¬ 
tary  service  at  an  Armed  Forces  Entrance  and  Examining  Station 
from  July  1,  1970,  and  later;  DoD  civilian  employees  or  civilian  em¬ 
ployees  separated  since  January  1,  1971;  all  veterans  who  have  util¬ 
ized  Vietnam-era  GI  Bill  education  and  training  entitlements,  who 
visited  a  State  Employment  Service  office  since  July  1,  1971,  or 
who  participated  in  a  Department  of  Labor  special  training  program 
since  July  1,  1971;  all  individuals  who  ever  participated  in  an  edu¬ 
cational  program  sponsored  by  the  U.S.  Armed  Forces  Institute,  all 
individuals  who  partiepated  in  the  Armed  Forces  Vocational  Ap¬ 
titude  Testing  Programs  at  the  high  school  level  since  September 
1969,  individuals  who  responded  to  various  paid  advertising  cam¬ 
paigns  seeking  enlistment  information  since  July  1,  1973;  partici¬ 
pants  in  the  DHEW,  Office  of  Education  and  Longitudinal  Survey. 

Categories  of  records  in  the  system:  Name,  Service  Number, 
Selective  Service  Number,  Social  Security  Account  Number,  demo- 
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graphic  information  such  as  home  town,  age,  sex,  race,  and  educa* 
tional  level!  civilian  occupational  information,  military  personnel  in¬ 
formation  such  as  rank,  length  of  service,  military  occupation;  ap¬ 
titude  scores,  post-service  education,  training,  and  employment  in¬ 
formation  for  veterans;  participation  in  various  in-service  education 
and  training  programs. 

Aatbority  fer  malatcaancc  el  the  System:  10  U  .S.C.  136. 

Roatinc  ases  of  records  maintained  la  the  system,  lacladlag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  The  purpose  of  the 
system  of  records  is  to  provide  a  longitudinal  sutistical  analysis 
capability  for  assessing  military  manpower  trends  and  evaluation 
programs  impacting  of  military  personnel,  potential  enlistees,  and 
veterans. 

Manpower  Research  and  Data  Analysis  Center  •  used  to  analyze 
accession  patterns  and  trends,  promotion  and  occupation  patterns 
and  trends,  loss  patterns  and  trends,  qualification  rates,  effective¬ 
ness  of  recruiting  programs,  participation  in  education  and  training 
programs,  force  characteristics,  post-service  experiences  of 
veterans,  evaluation  of  military  special  pays  and  bonuses;  evalua¬ 
tion  of  special  programs  affecting  military  personnel;  to  select  sam¬ 
ple  population  for  surveys;  to  provide  statistical  data  to  OMB, 
GAO,  the  Military  Services,  DoD  civilian  contractors,  educational 
institutions  and  other  Federal  agencies. 

Personnel  Research  and  Personnel  Management  activities  of  the 
Military  Services  -  uses  are  same  as  those  specified  above. 

Veterans  Administration,  Management  Sciences  Staff,  Reports 
and  Statistics  Service,  Office  of  the  Comptroller  -  used  to  select 
sample  for  surveys  asking  veterans  about  the  use  of  veterans 
benefits  and  satisfaction  with  VA  services. 

Office  of  Research  and  Statistics,  Social  Security  Administration 
•  used  for  statistical  analyses  of  impact  of  military  service  and  use 
of  GI  Bin  benefits  on  long  term  earning. 

DoD  Civilian  Contractors  -  used  by  contractors  performing 
research  on  manpower  problems  for  statistical  analyses. 

Aggregate  data  and/or  individual  records  contained  in  the  record 
system  may  be  transferred  to  other  Federal  agencies  having  legiti¬ 
mate  use  for  such  information  and  applying  appropriate  safeguards 
to  protect  data  so  provided. 

Records  may  be  disclosed  to  the  Civil  Service  Commission  con¬ 
cerning  pay,  benefits,  retirement  deductions;  and  other  information 
necessary  for  the  Commission  to  carry  out  its  Government-wide 
personnel  management  functions. 

Any  record  conuined  in  the  system  of  records  may  be  trans¬ 
ferred  to  any  other  component  of  the  Department  of  Defense  hav¬ 
ing  the  need-to-know  in  the  performance  of  official  business. 

Name  and  address  information  of  former  military  personnel  ob¬ 
tained  from  the  Veterans  Administration  or  the  Miltiary  Depart¬ 
ment  may  be  released  to  a  number  of  DoD  Components  for  use  in 
attempting  to  recruit  and  reenlist  prior  service  personnel  through 
direct  contact  methods.  These  components  arenas  foDows:  U.S. 
Army  Recruiting  Command;  U.S.  Army  Forces  Command;  Navy 
Recruiting  Command;  Chief  of  Naval  Personnel;  Chief  of  Nav^ 
Reserve;  U.S.  Air  Force  Recruiting  Service;  U.S.  Air  Force  Tacti¬ 
cal  Air  Command;  Headquarters  Air  Force  Reserve;  National 
Guard  Bureau;  Headquarters,  U.S.  Marine  Corps;  District 
Directors,  U.S.  Marine  Corps;  Commanding  General,  4th  Marine 
Division;  Commanding  General,  4th  Marine  Air  Wing;  Comman¬ 
dant,  U.S.  Coast  Guard. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  computer  tape. 

Retrlevability:  Retrievable  by  name,  SSAN,  age,  occupation,  or 
^  any  other  data  element  contained  in  system. 

Safeguards:  Primary  location  -  at  W.R.  Church  Computer  Center, 
tapes  are  stored  in  a  locked  cage  in  machine  room,  which  is  a  con¬ 
trolled  access  area;  tapes  can  be  physically  accessed  only  by  com¬ 
puter  center  personnel  and  can  be  mounted  for  processing  only  if 
the  appropriate  security  code  is  provided. 

At  back-up  locations  in  Alexandria,  VA  and  Monterey.  CA  tapes 
are  stored  in  rooms  protected  with  cypher  locks,  buildings  are 
locked  after  hours,  and  only  properly  cleared  and  authorized  per¬ 
sonnel  have  access. 

The  Air  Force  Data  Services  Center,  the  U.S.  Army  Management 
Systems  Support  Agency,  and  the  National  Command  Systems 
Support  Center  are'aU  TOP  SECRET  facilities. 

Retention  and  disposal:  Ffles  constitute  a  historical  data  base  and 
are  permanent. 


System  maaageris)  and  addrem:  Director,  Department  of  Defense 
Manpower  Research  and  Data  Analysis  Center  (MARDAC),  S30 
Camino  El  Estero,  Monterey,  CA  939^. 

NotlficatioB  procedure:  Information  may  be  obtained  from: 
Director,  Department  of  Defense  Manpower  Research  and  Data 
Analysis  Center,  SSO  Camino  El  Estero,  Monterey,  CA  93940. 
Telephone:  Area  Code  408/646-2931. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  Director,  MARDAC,  330  Camino  El  Estero.  Mon¬ 
terey.  CA  93940. 

Written  requests  for  information  should  contain  the  full  name. 
Social  Security  Account  Number,  date  of  birth,  and  current  address 
and  telephone  number  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver’s  license,  or  military  or 
other  ID  card. 

Coulcsdug  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSTEM  MANAGER. 

Record  source  categories:  The  Military  Services,  the  Veterans  Ad¬ 
ministration,  the  Office  of  Education  of  the  Department  of  HEW, 
from  individuals  via  survey  questionnaires,  the  Department  of 
Labor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DMARA  IS.O 

System  name:  Reports  of  Defense  related  employment. 

System  iocatioa:  Office  of  the  Assistant  Secreury  of  Defense 
(Manpower  and  Reserve  Affairs),  Pentagon,  Washington,  D.C. 
20301. 

Categories  of  individnals  covered  by  the  system:  Retired  or  former 
military  officers  in  grades  of  major  or  lieutenant  commander  or 
above  and  former  civilian  officers  and  employees  of  the  Depart¬ 
ment  of  Defense  employed  at  or  above  the  minimum  salary  of  GS- 
13.  who.  during  any  of  the  first  three  years  after  termination  of  ser¬ 
vice  or  employment  with  the  Department  of  Defense,  are  employed 
at  fifteen  thousand  dollars  or  more  per  year  by  a  defense  contrac¬ 
tor  who,  during  that  year,  was  awarded  contracts  by  the  Depart¬ 
ment  of  Defense  totalUng  ten  million  dollars.  Abo  covered  are  cur¬ 
rent  officers  and  employees  of  the  Department  of  Defense  em¬ 
ployed  at  or  above  the  minimum  salary  level  of  GS-13,  who  within 
the  preceding  three  years  were  employed  by  such  a  defense  con¬ 
tractor. 

Categories  of  records  in  the  system:  Copies  of  report  DD  Form 
1787  completed  by  individuals  covered  by  the  system  and  for¬ 
warded  to  the  Department  of  Defense  describing  their  employment 
with  the  Department  of  Defense  and  with  the  Defense  contractor 
and  a  listing  showing  the  names  of  individuals  who  submitted 
completed  DD  Form  1787. 

Authority  for  maintenance  of  the  system:  The  system  was 
established  and  is  maintained  as  required  by  Public  Law  91-121, 
section  410,  approved  November  19,  1969. 

Routine  uses  of  records  nsalntained  in  the  system,  iucluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  records  are  available 
for  public  inspection  in  accordance  with  the  specific  terms  of  sec  . 
tion  410(0  of  Public  Law  91-121.  There  is  no  limitation  or  restric¬ 
tion  on  use  by  the  public  of  the  information  contained  in  the  report. 
'  Section  410(d)  of  Public  Law  91-121  requires  the  submission  to 
the  President  of  the  Senate  and  Speaker  of  the  House  of  Represen¬ 
tatives  by  December  31  of  each  year  of  information  in  the  reports 
submitted  by  individuals  during  the  preceding  Fiscal  Year. 

Policies  and  practices  for  storing,  retrieving,  acceulug,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  In  metal  file  cabinet. 

RctrievabilMy:  Alphabetical  by  name  of  individual. 

Safeguards:  Maintained  in  unlocked  file  cabinet  when  not  in  use. 

Retention  and  dbposal:  No  current  criteria  for  disposition  of  re¬ 
ports. 

System  manager(s)  and  addrem:  The  Assistant  Secretary  of 
Defense  (Manpower  and  Reserve  Affairs),  Pentagon,  Washington, 
D.C.  20301. 

Notification  procedure:  Any  individual  who  desires  to  know 
whether  a  report  DD  Form  1787  submitted  by  him  is  on  file  may 
address  a  letter  inquiry  to  the  SYSMANAGER,  Assistant  Secretarv 


FED6RAL  REGISTER,  VOl.  42,  NO  1 88— WEDNESDAY,  SERTEM8ER  28,  1977 


50768 


PRIVACY  ACT  ISSUANCES 


of  Defense  (Manpower  and  Reserve  Affairs).  Pentagon,  Washing¬ 
ton,  D.C.  20301.  Inasmuch  as  the  reports  are  available  for  public  in¬ 
spection  no  proof  of  identity  is  required. 

Record  access  procedures:  On  request  of  any  individual  the  re¬ 
ports  on  file  are  made  available  for  inspection  in  the  office  of  the 
SYSMANAGER,  Room  3C980,  Pentagon,  Washington,  D.C. 

Contesting  record  procedures:  The  rules  for  contesting  contents  of 
records  may  be  obtained  from  SYSMANAGER. 

Record  source  categories:  The  individual  submitting  the  DD  Form 
1787. 

Systems  csempted  from  certain  provisions  of  the  act:  None 
DM&RA  U.0 

System  nanse:  Retired  Personnel  Master  File 

System  location:  Air  Force  Data  Services  Center,  Room  1D167, 
Pentagon,  Washington,  D.C.  20330. 

Categories  of  individuals  covered  by  the  system:  All  retired  milita¬ 
ry  personnel  and  survivor  beneficiaries,  and  reservists  drawing 
retainer  pay. 

Categories  of  records  in  the  system:  SSAN,  birth  date,  retirement 
date,  pay  grade  at  retirement,  amount  of  retired,  survivor,  or 
retainer  pay,  type  of  retirement,  date  of  death  (in  cases  of  survivor 
beneficiary  records),  pension  and  benefits  system  elected.  Service, 
years  of  active  service. 

Authority  for  maintenaacc  of  the  system:  10  USC  136 

Routine  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Actuary,  Office  of  the 
Deputy  AssisUnt  Secretaii^  of  Defense  (Military  Personnel  Policy), 
used  for  statistical  purposes  in  estimating  retired  pay  budgets,  fu¬ 
ture  retired  populations,  trends  in  retirement  rates,  costs  or  in¬ 
creases  in  retired  pay;  answer  Congressional  inquiries.  U.S.  Civil 
Service  Commission  to  identify  accurately  retired  military  person¬ 
nel  who  are  Federal  civilian  employees;  any  individual  record  in  the 
system  may  be  transferred  to  any  component  of  the  Department  of 
Defense  having  need  to  know  in  performance  of  official  business. 

Policies  and  practlees  fur  storing,  retrieving,  acccaalag,  retaining, 
and  dbposing  of  records  In  the  system: 

Storage:  Magnetic  tape 

Rctrievabilhy:  Records  can  be  retrieved  by  SSAN,  Service,  age, 
etc. 

Safeguards:  The  Air  Force  Data  Services  Center  is  a  TOP 
SECRET  facUity. 

Retentloh  and  disposal:  Records  are  retained  for  eight  weeks.  Ag¬ 
gregated  records  produced  from  the  individual  record  file  are 
retained  indefinitely. 

System  manager(s)  and  addrem:  Actuary,  ODASD(MPP),  Room 
2C263,  202-697-1678,  The  Pentagon.  Washington,  D.C.  20301. 

Nodflcatloa  procedure:  Information  may  be  obtained  from  Actua¬ 
ry,  ODASIXMPP),  Room  2C263.  The  Pentagon,  Washington,  D.C. 
20301,  ulephone  202-697-1678. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Actuary,  ODASIXMPP),  Room  2C263,  The  Pentagon. 
Washington,  D.C.  20301.  Written  requests  for  information  should 
contain  the  full  name.  SSAN,  and  current  address  and  telephone 
number  of  the  requester.  For  personal  visits,  the  individual  should 
be  able  to  provide  some  acceptable  identification  such  as  driver's 
Ucense  or  military  or  other  ID  card. 

Contestlag  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  SYSMANAGER. 

Record  source  categories:  The  information  is  obtained  from  the 
Military  Departments. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DMftRA  17.0 

System  name:  DOD  Overseas  Dependent  School  Teachers  Retroac¬ 
tive  Pay  Project 

System  location:  Office  of  Overseas  Dependents  Education,  OSD, 
1400  WUson  Blvd.,  Rosslyn,  Va.  22209 

Categories  of  individuals  covered  hy  the  system:  All  former  DOD 
Overseas  Dependents  School  teachers  who  were  paid  under  Public 
Law  89-391,  dated  April  14,  1966. 

Categories  of  records  hs  the  system:  System  is  comprised  of 
names.  Social  Security  numbers,  and  Dates  of  Birth  of  former 
DOD  overseas  teachers,  and  information  extracted  from  their  Offi¬ 


cial  Personnel  Records  which  will  effect  computation  of  their 
retroactive  pay;  and  current  addresses  of  former  teachers. 

Authority  for  maiutenaucc  of  the  system:  Court  Decision  in  the 
case  called  Virginia  J.  March  et  al.,  v.  United  States  of  America. 
(Civil  Action  3)437-70,  U.S.  District  Court.  District  of  Columbia. 
June  30,  1973),  on  intent  of  Public  Law  89-391,  dated  April  14, 
1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aud  the  purposes  of  suck  uses:  Used  by  Office  of  Over¬ 
seas  Dependents  Education  Back  Pay  Project  workers  to  compute 
back  pay  as  it  applies  to  individual  teacher;  prepare  necessary  up¬ 
dating  for  individual's  Official  Personnel  Record,  life  insurance  en¬ 
titlement  where  applicable;  preparing  reports  to  individual  teachers. 
Treasury,  Social  Security,  Civil  Service  Commission,  Attorneys  for 
the  teachers,  and  General  Accounting  Office.  Addresses  will  be 
used  for  mailing  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Computer  tapes,  computer  printouts. 

RetrievabiUty:  Social  Security  number  and  name. 

Safeguards:  All  records  are  stored  under  strict  control;  main¬ 
tained  in  spaces  normally  accessible  only  to  authorized  personnel, 
in  cabinets  in  locked  room. 

Retentloa  and  disposal:  Records  will  be  maintained  in  this  office 
until  all  requirements  of  the  Judgment  and  will  be  destroyed  when 
they  are  no  longer  useful. 

System  managcr(s)  and  address:  Director,  Overseas  Dependents 
Education,  DASD,  Military  Personnel  Policy,  OSD. 

Notlflcatioa  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  the  Director,  Office  of  Overseas  Dependents  Education, 
Attn:  Back  Pay  Project,  1400  Wilson  Boulevard,  Rm.  138,  Rosslyn. 
Va.  22209.  Letter  should  contain  the  full  name  and  signature  of  the 
requester. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  same  address  as  stated  in  the  notification  section 
above. 

Contesting  record  procedures:  The  rules  for  access  to  records  and 
for  contesting  contents  and  appealing  initial  determination  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Official  Personnel  Records  obtained 
from  Federal  Records  Center  and  other  agencies  currently  employ¬ 
ing  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DOCHA  01 

System  name:  Health  Benefits  File 

System  locatioa:  Directorate  of  Health  Services,  OCHAMPUS, 
bOD,  Denver,  Colorado  80240 

Categories  of  Individuals  covered  by  the  system:  All  individuals 
who  seek  health  care  under  the  Program  for  the  Handicapped  as 
CHAMPUS  beneficiaries  and/or  under  the  basic  program  extended 
hospitalization  as  CHAMPUS/CHAMPVA  beneficiaries. 

Categories  ol  records  in  the  system:  Original  correspondence  with 
individuals,  medical  statements,  congressional  inquiries,  medical 
treatment  records,  authorizations  for  care,  case  status  sheets', 
memos  for  record,  follow-up  reports  justifying  extended  care,  cor¬ 
respondence  with  contractors  and  work-up  ^eets  maintained  by 
case  workers. 

Authority  for  maintenance  of  the  system:  P.L.  369,  84th  Congress, 
374,  Second  Session.  H.R.  9429,  Dependents  Medical  Care  Act. 

Rontiae  uses  of  records  maintained  iu  the  system,  inclndiug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Office  of  the 
Civilian  Health  and  Medical  Program  of  the  Uniformed  Service 
(OCHAMPUS)  uses  the  information  to  determine  the  eligibility  of 
an  individual  for  health  care  under  CHAMPUS/CHAMPVA;  to 
authorized  payment  of  health  care  claims  by  CHAMPUS  beneficia¬ 
ries  to  respond  to  inquiries  from  congressional  offices  made  at  the 
request  of  the  individual  covered  by  the  system;  for  referral  to  the 
Department  of  Justice  and/or  foreign  law  enforcement  agencies  for 
possible  criminal  prosecution;  and  for  referral  to  the  Secretary  of 
the  Department  of  Health.  Education  and  Welfare  and/or  the  Ad¬ 
ministrator  of  the  Veterans’  Administration  consistent  with  their 
statutory  administrative  responsibilities  as  concerns  CHAM¬ 
PUS/CHAMPVA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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Storage:  Paper  records  in  file  folders. 

RctrWvabillty:  Filed  numerically  by  case  number,  then  alpha, 
character  in  seventh  digit  family  participants. 

Safeguards:  PAMC  provides  security  force.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel. 

Reteutiou  and  dteposal:  Psychiatric  cases  are  permanent;  medical 
cases  are  held  four  years  after  closure  and  equipment  cases  are 
held  two  years  after  closure. 

System  managcr(s)  and  address:  Staff  Assistant.  OCHAMPUS, 
DOD,  Building  611,  First  Floor,  Denver,  Colorado  M240 

Notification  procedure:  Information  may  be  obtained  from; 
OCHAMPUS.  DOD 
Building  61 1 ,  First  Floor 
Denver,  Colorado  80240 
Telephone:  Area  Code  303/341-8609 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Directorate  of  Health  Services  (HBD),  OCHAMPUS, 
DOD.  Denver,  Colorado  80240 

Written  requests  for  information  should  include  the  full  name  of 
the  beneficiary,  the  full  name  of  the  sponsor,  current  address  and 
telephone  number.  Written  requests  for  information  from  medical 
records  shall  include  the  name  and  address  of  a  physician  who 
would  be  willing  to  receive  the  medical  record  and,  at  the  physi¬ 
cian's  discretion,  inform  the  individual  covered  by  the  system  of 
the  contents  of  that  medical  record. 

For  personal  visits,  the  individual  should  provide  some  accepta¬ 
ble  identification. 

Contcstlag  record  procedures:  OCHAMPUS'  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
Directorate  of  Health  Services  (HBD)  OCHAMPUS,  (DOD). 
Denver,  Colorado  80240. 

Record  aource  categories:  Records  of  fiscal  agents  (FA),  contrac¬ 
tors,  CHAMPUS  advisors,  all  branches  of  the  military  service. 
Congressional  inquiries,  private  physicians,  consultants,  inquiries 
made  by  individuals. 

Systems  escmplcd  from  certain  provisions  of  the  act:  NONE 
DOCHA  02 

System  name:  AR  340-18-9  Medical  Care  Inquiry  Files 

System  locatloa:  Administrative  Services,  OCHAMPUS  (DOD) 
Denver.  CO  80240 

Categories  of  tadivMoals  covered  by  the  system:  Documents 
reflecting  inquiries  received  from  private  individuals  and  Congress 
for  nonprivileged  information  on  such  matters  is  medical  treatment 
received,  eligibility  for  medical  care  under  CHAMPUS.  Included 
are  notifications  to  individuals  for  approval  or  termination  of  treat¬ 
ment.  and  similar  or  related  documents. 

All  individuals  who  seek  information  concerning  health  care 
under  the  Civilian  Health  and  Medical  Program  of  the  Uniformed 
Services  (CHAMPUS)  and  the  Civilian  Health  and  Medical  Pro¬ 
gram-Veterans  Administration  (CHAMPVA). 

Categories  of  records  In  the  system:  Files  contain  individual  inqui¬ 
ries  from  personnel  concerning  eligibiUty  under  CHAMPUS  and 
replies  thereto;  Congressional  inquiries  on  behalf  of  constituents 
concerning  eligibility  under  CHAMPUS  and  replies  thereto;  Files 
notifying  personnel  of  eligibility  or  termination  of  benefits  under 
CHAMPUS 

Authority  for  maiutcnaacc  of  the  system:  Public  Law  569  •  84th 
Congress.  Chapter  374,  2d  Session,  H.R.  9429  Dependents'  Medical 
Care  Act. 

Routine  uses  of  records  maintalacd  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Office  of  the 
Civilian  Health  and  Medical  Program  of  the  Uniformed  Service 
(OCHAMPUS)  uses  the  information  to  establish  eligibility  for 
health  care  under  CHAMPUS/CHAMPVA:  to  respond  to  an  in¬ 
dividual's  inquiry  concerning  CHAMPUS/CHAMPVA:  to  respond 
to  inquiries  from  Congressional  offices  made  at  the  request  of  the 
individual  covered  by  the  system;  for  referral  to  the  Secretary  of 
the  Department  of  Health,  Education  and  Welfare  and/or  the  Ad¬ 
ministrator  of  the  Veterans'  Administration  consistent  with  their 
statutory  administrative  responsibilities  as  concerns  CHAM¬ 
PUS/CHAMPVA;  and  for  referral  to  the  Department  of  Justice 
and/or  foreign  law  enforcement  agencies  for  possible  criminal 
prosecution. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 


Storage:  Paper  records  in  file  folders 

RetrievabilHy:  Filed  alphabetically  by  last  name  of  inquirer.  No 
indices  are  required. 

Safeguards:  Buildings  are  patrolled  by  military  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened,  cleared  and  trained. 

Retentioa  and  disposal:  Records  are  destroyed  after  6  years.  They 
are  retained  in  active  file  until  end  of  calendar  year  in  which 
inquiry  occurred,  held  5  additional  years  in  inactive  files  and  then 
destroyed  by  burning. 

System  managcr(s)  and  address:  Administrative  Services, 
OCHAMPUS  (DOD)  Denver,  Colorado  90240 

Notification  procedure:  Information  may  be  obtained  from: 
Administrative  Services  (CH.06)  OCHAMPUS  (DOD)  Denver, 

■  Colorado  80240 
Room  113 
Building  618 

OCHAMPUS  (DOD)  Denver.  Colorado  80240 
Telephone;  Area  Code  303/341-8800 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to;  Administrative  Services,  OCHAMPUS  (DOD) 
Denver,  Colorado  80240 

Written  requests  for  information  should  contain  the  full  name  of 
the  individuri,  or  his  military  sponsor,  current  address  and 
telephone  number,  case  number  if  one  has  been  assigned  and  the 
office  symbol,  on  all  correspondence  received  from  this  office. 
Visits  may  bt  made  to  the  Assistant  Chief,  Administrative  Services 
(CH.06),  Building  618,  Fitzsimons  Army  Medical  Center,  Denver, 
Colorado  80240 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  military  identification  card,  and 
give  some  verbal  information  that  could  be  verified  with  his  'case' 
file. 

Written  requests  for  information  from  medical  records  shall  in¬ 
clude  the  name  and  address  of  a  physician  who  would-be  willing  to 
receive  the  medical  record  and,  at  the  physician's  discretion,  in¬ 
form  the  individual  covered  by  the  system  of  the  contents  of  that 
medical  record. 

Contestlag  racord  procedures:  The  agency's  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Private  Physicians,  Blue  Cross/Blue 
Shield  serving  the  state  in  which  the  medical  services  were 
rendered,  CHAMPUS  Fiscal  Administrators,  Individual  members 
of  The  (Tongress  of  the  United  States.  CHAMPUS  advisors,  Hq, 
DA,  Hq.  USAF,  Hq.  USN,  Hq.  USMC,  Hq.  USCG,  NOAA,  FBI, 
research  notes  concerning  replies  to  individual  inquiries 

Systems  exempted  from  certain  provisioBs  of  the  act:  NONE 
DOCHA  03 

System  name:  MA3IT01  Health  Benefits  Preapproval  Files 

System  location:  Primary  System  Data  Automation  Division, 
Directorate  of  Management  Services,  Office  for  the  Civilian  Health 
and  Medical  Program  of  the  Uniformed  Services  (OCHAMPUS), 
Assistant  Secretary  of  Defense  (Health  and  Environment). 

Decentralized  Segments-Colorado  Dental  Service.  1600  Downing 
Street,  Denver,  Colorado  80218 

Categories  of  ladividaals  covered  by  the  system:  Eligible  beneficia¬ 
ries  of  the  Civilian  Health  and  Medical  Program  of  the  Uniformed 
Services  who  have  been  approved  for  medical  care  under  the  pro¬ 
gram  for  the  handicapped  and/of  eligible  beneficiaries  of  the 
Civilian  Health  and  Medical  Program-Veterans  Administration 
(CHAMPVA)  who  have  been  approved  for  extended  hospital  care. 

Categories  of  records  la  the  system:  File  contains  an  assigned  case 
number,  sponsors  name,  social  security  account  number,  current 
address,  military  grade  or  rank  and  pay  status,  military  branch  of 
service  and  status;  beneficiaries  name,  address,  date  of  birth,  sex, 
relationship  to  sponsor;  the  medical  diagnosis  code  and  the  ap¬ 
proved  medical  treatment  code,  the  approval  period  of  time,  the 
number  of  units  approved  and  the  estimated  unit  of  cost,  providers 
of  care  codes  and/or  name  and  address  of  multi-providers. 

Authority  for  maiutcBaace  of  the  system:  44  USC  3101,  41  CFR 
101-1100  et  seq.  Chapter  SS,  Title  10,  USC. 

Routfac  uses  of  records  maintalacd  la  the  system,  lacladlag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  OCHAMPUS 
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Directorate  of  Health  Serviecs-For  approval  of  nedical  care  under 
the  provhioBt  of  the  Profram  for  the  Handicapped  of  CHAMPUS 
and/or  approval  for  extended  hospitalizatioa;  to  control  and  review 
health  care  management  plant  for  beneficiariet  approved  for  medi¬ 
cal  care  by  providers  of  service. 

OCHAMPUS  Directorate  of  Management  Servicet-For  control 
and  accomplishment  of  reviews  of  approvals;  to  coordinate  subject 
matter  clearances  for  congressional  committees  and  auditors. 

The  Office  of  the  Civilian  Health  and  Medical  Program  of  the 
Uniformed  Service  (OCHAMPUS)  uses  the  information  for  ap¬ 
proval  of  health  care  under  the  Program  for  the  Handicapped;  for 
approval  of  extended  hospital  care;  to  control  and  review  health 
care  management  plans  of  providers  of  services  for  individuals  ap¬ 
proved  for  health  care,  for  referral  to  the  Secretary  of  the  Depart¬ 
ment  of  Health,  Education  and  Welfare  and/or  the  Administrator  of 
the  Veterans  Administration  consistent  with  their  statutory  adminis¬ 
trative  responsibilities  as  concerns  CHAMPUS/CHAMPVA;  and 
for  referral  to  the  Department  of  Justice  and/or  foreign  law  en¬ 
forcement  agencies  for  possible  criminal  prosecution. 

Policies  and  practices  tor  storing,  retrieving,  aceeasing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  magnetic  tape  and  disk. 

RetrievabiUty:  Information  it  retrieved  by  assigned  cate  number, 
sponsor's  social  security  account  number  (SSAN),  sponsor's  or 
beneficiark's  name,  classification  of  medical  diagnosis  or  medical 
treatment  codes  or  provider  of  service  code  or  approval  dates  or 
geographical  location. 

Safeguards:  Records  are  maintained  in  areas  accessible  to 
authorized  personnel.  Records  are  maintained  on  magnetic  tape 
readable  through  the  medium  of  OCHAMPUS  prepared  computer 
programs.  Military  policy  security  and  manned  24  hours  daily. 

Reicntian  and  dfspeaal:  Records  are  permanent.  They  are  main¬ 
tained  on  magnetic  tape  as  individual  annual  filet. 

System  maaager(s)  and  addrem:  Director,  Office  for  the  Civilian 
Health  and  Medical  Program  of  the  Uniformed  Services,  ATTN: 
Director  of  Management  Services,  Denver,  Colorado  80240 

Notificatioa  procedure:  Information  may  be  obtained  from: 

Director  of  Management  Services 

Office  for  the  Civilian  Health  and  Medical  Program  of  the 
Uniformed  Services 
Denver,  Colorado  80240 
Telephone:  Area  Code  303/341-8005 

Record  accem  procedures:  Requests  from  individual  should  be  ad¬ 
dressed  to:  Director,  Office  for  the  Civilian  Health  and  Medical 
Program  of  the  Uniformed  Services,  ATTN:  Director  of  Manage¬ 
ment  Services.  Denver,  Colorado  80240 

Written  request  for  information  should  contain  full  name  of  in¬ 
dividual,  sponsor's  social  security  account  number  and  the  visits 
are  limited  to  Directorate  of  Management  Services,  OCHAMPUS, 
Denver,  Colorado  80240. 

For  personal  visits,  the  individual  should  be  able  to  provide  a 
Uniformed  Services  identification  card  and  a  driver's  ficense  or 
other  positive  identification. 

Contesting  record  procedures:  The  rules  for  contesting  contents 
and  appeahng  initial  determinations  may  be  obtained  from: 
Director,  Office  for  the  Civilian  Health  and  Medical  Program  of  the 
Uniformed  Services,  Denver.  Colorado  80240. 

Record  source  categories:  Sponsors  application,  provider  of  medi¬ 
cal  care  statement. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DOCHA84 

System  name:  AR  340-18-4  Legal  Opinion  Files 

System  location:  Office  of  Legal  Counsel,  OCHAMPUS  (DOD) 
Denver,  CO  80240 

Categories  of  IndKidaals  covered  by  the  system:  Individuals  who 
are  the  subject  of  inquiries  from  the  individual  himself  (herself),  at¬ 
torneys.  fiscal  administrators,  hospital  contractors,  other  Govern¬ 
ment  agencies,  directorates  and  offices  of  OCHAMPUS  and  Con¬ 
gressional  offices  concerning  such  matters  as  medical  treatment, 
eligibility  for  medical  care  under  CHAMPUS/CHAMPVA,  approval 
or  termination  of  medical  treatment,  and  similar  or  related  inqui¬ 
ries. 

Documents  reflecting  inquiries  received  from  private  individuals, 
attorneys,  fiscal  administrators  .hospital  contractors,  other  Oovem- 
ment  agencies,  directorates  and  offices  of  OCHAMPUS  and  Con¬ 


gress  for  nonprivileged  information  on  anch  matters  as  medical 
treatment  received,  eligibility  for  medical  care  under  CHAMPUS. 
Included  are  notifications  to  individuals  for  approval  or  termination 
of  treatment,  and  similar  or  related  documents. 

Categories  of  records  in  the  syiSem;  Files  contain  legal  opinions; 
correspondence  between  (I)  CHAMPUS  Manager,  (2)  Fiscal  Ad¬ 
ministrators,  (3)  Hospital  Contractors,  (4)  CHAMPUS  beneficiaries, 
(S)  sponsors.  (6)  attorneys  (7)  directorates  and  offices  of  OCHAM¬ 
PUS,  (8)  other  Government  agencies;  memorandums  for  the  record 
and  selected  documents. 

Authority  (or  maintenance  ol  the  system:  44  USC  3101,  41  CFR 
101 -1 100  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  aacs:  Legal  Counsel  to  main¬ 
tain  file  of  legal  opinions  rendered  for  use  as  precedent  and  for 
record  purposes  (I)  for  record  purposes  documenting  responses  to 
request  for  legal  opinion  (2)  Office  of  Legal  Counsel  and  other 
directorates  and  offices,  OCHAMPUS;  (3)  for  research,  precedent 
and  historical  purposes. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  subject  matter 

Safegnards:  Buildings  are  patrolled  by  mihtary  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal:  Records  are  permanent  to  be  destroyed 
when  superseded,  replaced  or  obsolete. 

System  maaager(s)  and  address:  Office  of  Legal  Counsel, 
OCHAMPUS  (DOD).  Denver.  Colorado  80240 

Notification  procedure:  Information  may  be  obtained  from: 

Office  of  Legal  Counsel  (CH.04)  OCHAMPUS  (DOD)  Denver, 
Colorado  80240 
Room  205 
Building  618 

OCHAMPUS  (DOD)  Denver.  Colorado  80240 
Telephone:  Area  Code  303/341-8506 

Record  accem  pmeednrsa:  Written  requests  for  information  from 
medical  records  shaU  include  the  name  and  address  of  a  physician 
who  would  be  willing  to  receive  the  medical  record  and,  at  the 
physician's  discretion,  inform  the  individual  covered  by  the  system 
of  the  contents  of  that  medical  record. 

Requests  from  individuals  should  be  addressed  to:  Legal  Coun¬ 
sel.  OCHAMPUS  (DOD)  Denver,  Colorado  80240 

Written  requests  for  information  should  contain  the  full  name  of 
the  individu^,  or  his  military  sponsor,  current  address  and 
telephone  number,  case  number  if  one  has  been  assigned  and  the 
office  symbol,  on  all  correspondence  received  from  this  office. 
Visits  may  be  made  to  the  Legal  Counsel  (CH.04)  Building  618, 
Fitzsimons  Army  Medical  Center,  Denver,  Colorado  80240. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identincation,  that  is.  mSitary  identification  card,  and 
give  some  verbabl  information  that  could  be  verified  with  his  'case' 
file. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Correspondence  from  persons,  agencies 
and  sources  listed  in  RECORD-CATEGORY  and  oral  and  written 
requests  initiated  by  Legal  Counsel  Office. 

Systems  exempted  from  certain  provlsloas  of  the  act:  NONE 
DOCHA  88 

System  name:  Health  Facilities  File 

System  location:  Directorate  of  Health  Services,  OCHAMPUS 
(DOD),  Denver,  Colorado  80240 

Categories  of  indhridnab  covered  by  the  system:  AH  facihties  who 
seek  a  provider  number  for  payment  for  CHAMPUS  beneficiaries 
must  have  approval  as  a  source  of  care.  Beneficiaries  who  are  the 
subject  of  policy  or  precedent  decisions  concerning  administration 
of  CHAMPUS/CHAMPVA. 

Categories  of  records  in  the  system:  Original  correspondence  with 
an  individual  faeflity,  state  authorities  and  professional  consultants; 
various  evaluations,  approvals  and  memos  for  the  record. 
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Aatkorlty  (cr  ■■laUaucc  of  tk*  lyilcai:  PL  369,  Mth  Congress. 
374.  Second  Session.  H.R.  9429  Dependents  Medicol  Care  Act. 

RooUac  OSes  of  records  BialBlalocd  la  the  systcai,  fascladlag  catego¬ 
ries  of  asers  aad  tke  parposcs  of  sack  ascs:  Health  Resources  Divi- 
sion.  to  determine  the  eligibility  of  a  facility  as  a  source  of  care  for 
CHAMPUS  beneficiaries. 

Policies  aad  practices  tor  storlag.  rctrlerlag.  accesslag.  rctalalag, 
ood  dbposiag  of  records  la  tke  system: 

Storage:  Paper  records  in  file  folders. 

RetrlevabllHy:  Filed  numeric  by  state,  then  numeric  by  facility 
when  requesting  a  provider  number 

Safeguards:  FAMC  provides  security  force.  Records  are  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel. 

Retention  aad  disposal:  Records  are  permanent 

System  managcr(s)  aad  addrem:  Staff  Assistant.  OCHAMPUS. 
DOD.  Building  611.  First  Floor.  Denver.' Colorado  80240 

Notlficatloa  procedure:  Information  may  be  obtained  from 
OCHAMPUS.  DOD.  Building  611.  First  Floor.  Denver.  Colorado 
80240.  Telephone;  Area  Code  303/341-8609. 

Record  accem  procedures:  Requests  from  individuals  representing 
facilities  should  ^  addressed  to: 

Directorate  of  Health  Services  (HRD) 

OCHAMPUS.  DOD 
Denver.  Colorado  80240 

Written  requests  for  information  should  include  the  full  name  of 
the  facility,  full  naipe  and  title  of  individual  requesting  information, 
current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  provide  some  accepta¬ 
ble  identification. 

Written  requests  for  information  from  medical  records  shall  in¬ 
clude  the  name  and  address  of  a  physician  who  would  be  willing  to 
receive  the  medical  record  and.  at  the  physician's  discretion,  in¬ 
form  the  individual  covered  by  the  system  of  the  contents  of  that 
medical  record. 

Coutcsdag  record  procures:  OCHAMPUS’  rules  for  contesting 
contents  and  appealing  initial  determination  may  be  obtained  from 
Directorate  of  Health  Services  (HED)  OCHAMPUS.  (DOD) 
Denver.  Colorado  80240 

Record  aource  categories:  Records  of  fiscal  agents  (FA),  contrac¬ 
tors.  CHAMPUS  advisors,  all  branches  of  the  military  service. 
Congressional  inquiries,  private  physicians,  consultants,  facilities 
and  research  concerning  the  replies  to  inquiries  made  by  in¬ 
dividuals. 

Systems  esempted  from  certain  provisions  of  the  act:  NONE 
DOCHA  06 

System  name:  AR  340-18-9  Policy  and  Precedent  Files 

System  locatloa:  Contract  Operations  Division,  OCHAMPUS 
(DOD)  Denver,  Colorado  80240 

Categories  of  Individuals  covered  by  the  system:  Documents 
reflecting  policy  or  precedent  decisions  on  CHAMPUS  beneficia¬ 
ries.  received  from  providers  of  care,  medical  facilities,  profes¬ 
sional  medical  organizations,  and  CHAMPUS  contractor!.  Limited 
information  on  CHAMPUS  authorized  providers  of  care,  i.e., 
physicians,  psychiatrists,  etc. 

Categories  of  records  In  the  system:  Files  contain  all  types  of 
medical  benefit  decisions  on  CHAMPUS  beneficiaries  to  include 
the  sponsor's  name  and  SSN  and  names  of  family  members  if  re¬ 
lated  to  the  questionable  benefit.  File  also  contains  audit  documents 
and  management  reports  relating  to  CHAMPUS  contractors  for  the 
United  States,  Canada  and  Mexico. 

Authority  for  maluteaance  of  the  system:  Public  Law  569  -  84th 
Congress,  Chapter  374,  2d  Session,  H.R.  9429  Dependents'  Medical 
Care  Act. 

Routiac  uses  of  records  malatalaed  In  the  system,  lacludlug  catego¬ 
ries  of  users  aad  tke  purposes  of  such  uses:  Information  in  files  is 
used  by  OCHAMPUS  personnel  for  management  control  and  to 
coordinate  questionable  benefit  areas  throughout  the  program  and 
with  CHAMPUS  contractors. 

Policies  aad  practices  for  storlag,  retrieving,  accessing,  retalalag, 
aad  disposing  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders 

Retrlevablllty:  Filed  alphabetically  by  subject  or  by  contractor. 
No  indices  are  required. 


Safeguards:  Buildings  are  patrolled  by  miliury  security  guards. 
Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened,  cleared  and  trained. 

Retention  aad  disposal:  Records  are  destroyed  after  6  years.  They 
are  retained  in  active  file  until  end  of  calendar  year  in  which 
inquiry  occurred,  held  3  additional  years  in  inactive-  files  and  then 
destroyed  by  burning. 

System  manager(B)  and  addrem:  Contract  Operations  Division. 
OCHAMPUS  (DOD),  Denver,  Colorado  80240 

Notifkatlou  procedure:  Information  may  be  obtained  from  Con¬ 
tract  Operations  Division  (CH.18).  OCHAMPUS  (DOD)  Denver, 
(Colorado  80240. 

Building  611 

OCHAMPUS  (E>OD)  Denver,  Colorado  80240 

Telephone:  Area  Code  303/341-8627 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Contract  Operations  Division,  OCHAMPUS  (DOD) 
Denver,  Colorado  80240 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  or  his  military  sponsor,  current  address  and 
telephone  number,  case  number  if  one  has  been  assigned  and  the 
office  symbol,  on  all  correspondence  received  from  this  office. 
Visits  may  be  made  to  the  Contract  Operations  Division  (CH.18). 
Building  611,  Fitzsimons  Army  Medical  Center,  Denver.  Colorado 
80240. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  military  identification  card,  and 
give  some  verbal  information  that  could  be  verified  with  his  'case' 
file. 

Written  requests  for  information  from  medical  records  shall  in¬ 
clude  the  name  and  address  of  a  physician  who  would  be  willing  to 
receive  the  medical  record  and,  at  the  physician's  discretion,  in¬ 
form  the  individual  covered  by  the  system  of  the  contents  of  that 
medical  record. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Private  Physicians,  Blue  Cross/Blue 
Shield  serving  the  state  in  which  the  medical  services  were 
rendered.  CHAMPUS  Fiscal  Administrators,  individual  members  of 
The  Congress  of  the  United  States,  CHAMPUS  Advisors,  Hq.  DA, 
Hq.  USAF,  Hq.  USN,  Hq,  USMC,  Hq,  USCG,  NOAA,  FBI, 
research  notes  concerning  repUes  to  the  above  individuals  or  or¬ 
ganizations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DOCHA  07 

System  name:  Medical  Claim  History  Files 

System  location:  Primary  System  •  Data  Automation  Division, 
Directorate  of  Management  Services,  Office  for  the  Civilian  Health 
and  Medical  Program  of  the  Uniformed  Services  (OCHAMPUS). 
Assistant  Secretary  of  Defense  (Health  and  Environment). 

Decentralized  Segments  -  Fiscal  Administrators/Contractors 
under  contract  to  OCHAMPUS.  Each  company  listed  below  main¬ 
tains  claim  files  on  beneficiaries  in  their  respective  geographical 
areas. 

Blue  Cross  Association,  840  North  Lake  Shore  Drive,  Chicago, 
IL  60611 

Mutual  of  Omaha  Insurance  Company,  3301  Dodge  Street, 
Omaha,  NB  68131 

Blue  Cross-Blue  Shield  of  Alabama,  930  South  20th  Street,  Bir¬ 
mingham,  AL  33203 

Blue  Cross,  Washington- Alaska,  Inc.,  P.  O.  Box  327,  Seattle, 
WA  98111 

AMona  Blue  Shield  Medical  Service.  P.  O.  Box  13466,  Phoenix. 
AZ  83002 

Associated  Hospital  Service  of  Arizona,  P.  O.  Box  13466, 
Phoenix.  AZ  83002 

Arkansas  Blue  Cross/Blue  Shield.  Inc.,  P.  O.  Box  2181,  Little 
Rock.  AR  72203 

CaUfomia  Blue  Shield,  P.  O.  Box  7608,  San  Francisco,  CA  94120 

Blue  Cross  of  Southern  California,  3340  Wilshire  Boulevard,  Los 
Angeles,  CA  90010 

Blue  Cross  of  Northern  California,  1930  Franklin  Street, 
Oakland,  CA  94659 

Colorado  Medical  Service.  Inc.,  700  Broadway,  Denver,  CO 
80203 
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Colorado  Hospital  ScrvKC,  700  Broadway.  Denver.  CO  80703 
Colorado  Dental  ServKe.  1600  Downing  Street.  Denver.  CO 
80218 

ConncctKUt  General  Life  Insurance  Company,  Hartford.  CT 
0611' 

Connecticut  Bhie  Cross.  Inc  .  P  O  Box  504,  North  Haven.  CT 
064't 

Blue  CrossABluc  Shield  of  Delaware.  Inc..  201  West  Fourteenth 
Street,  Wilmington.  DE  IWW 

Medical  Service  of  the  Disthct  of  Columbia,  550  12th  Street. 
SW,  Washington.  DC  20024 

Group  Hospitalization,  Inc.,  550  t2th  Street,  SW.  Washington, 
D  C.  20024 

Blue  Shield  of  Honda,  Inc.,  P.  O.  Box  2170,  Jacksonville,  FL 
32203 

Medical  Association  of  Georgia,  938  Peachtree  Street,  NE,  At- 
lanu.  GA  30309 

Hawaii  Medical  Service  Association,  P.  O.  Box  860,  Honolulu. 
HI  96808 

North  Idaho  District  Medical  Service  Bureau.  Inc.,  P.  O.  Box 
1106.  Lewiston,  ID  83501 

Idaho  Hospital  Service,  Inc.,  P.  O.  Box  7408,  Boise,  ID  83707 
The  Indiana  State  Medical  Association.  3935  North  Meridian 
Street.  Indianapolis,  IN  46208 

Blue  Shield  of  Iowa,  Liberty  Building.  Des  Moines,  lA  50309 
Kansas  Blue  Shield.  P.  O.  Box  239,  Topeka,  KS  66601 
Kentucky  Physicians  Mutual.  Bk.,  3101  Bardstown  Road, 
LouisviDe.  KY  40205 

Blue  Cross  Hospital  Plan.  Inc.,  3101  Bardstown  Road.  Louisville. 
KY  40205 

Continental  Service  Life  A  Health  Insorance  Company,  P.  O. 
Box  3397,  Baton  Rouge.  LA  70821 
Associated  Hospital  Service  of  Maine,  1 10  Free  Street,  Portland, 
ME  04101 

Maryland  Blue  Shield,  Inc.,  700  East  Joppa  Road.  Towson,  MD 
21204 

Blue  Cross  of  Maryland.  P.  O.  Box  9836,  Towson,  MD  21204 
Blue  Shield  of  Massachusetts,  Inc.,  P.  O.  Box  2197,  Boston,  MA 
02106 

Blue  Shield  of  Mkhigan,  600  Lafayette  East,  Detroit.  MI  48226 
Blue  Cross/Blue  Shield  of  Minnesota,  3535  Blue  Cross  Road, 
Minneapolis,  MN  55165 

Mississippi  State  Medkal  Association.  735  Riverside  Drive, 
Jackson.  MS  39216 

Blue  Cross/Blue  Shield  of  Mississippi.  Inc.,  P.  O.  Box  1043, 
Jackson,  MS  39205 

Missouri  Medkal  Servke,  5775  Campus  Parkway,  Hazelwood, 
MO  63042 

Montana  Physkians  Service,  P.  O.  Box  1677,  Helena,  MT  59601 
Blue  Cross  of  Montana,  P.  O.  Box  911,  Great  Fails,  MT  59403 
Blue  Shield  of  Nebraska,  P.  O.  Box  3248,  Omaha,  NB  68103 
Nevada  State  Medical  Association.  3660  Baker  Lane,  Reno,  NV 
89502 

Associated  Hospital  Servke  of  Arizona,  P.  O.  Box  13466, 
Phoenix,  AZ  85002 

New  Hampshire-Vennont  Physician  Servke,  Two  Pillsbury 
Street,  Concord.  NH  03301 

New  Mexko  Blue  Cross/Blue  Sbkid,  Inc.,  12800  Indian  School 
Road,  N.E.,  Albuquerque,  NM  87112 
Blue  Cross/Blue  Shield  of  Greater  New  York,  Two  Park  Avenue. 
New  York,  NY  10016 

Blue  Cross  of  Northeastern  New  York,  Inc.,  P.  O.  Box  8650,  Al¬ 
bany,  NY  12208 

Blue  Cross  of  Western  New  York.  Inc.,  298  Main  Street,  Buf¬ 
falo.  NY  14202 

Chautaugua  Regional  Hospital  Service  Corporation,  P.  O.  Box 
1119,  Jamestown,  NY  14701 

Blue  Cross/Blue  Shield  of  Greater  New  York,  622  Third  Avenue. 
New  York.  NY  10017 

Rochester  Hospital  Service  Corporation.  41  Chestnut  Street, 
Rochester,  NY  14647 

Blue  Cross  of  Central  New  York,  Inc.,  P.  O.  Box  271,  Syracuse. 
NY  13201 

Hospital  Plan,  Inc.,  5  Hopper  Street,  Utka,  NY  I350I 
Hospital  Servke  Corporation  of  Jefferson  County,  158  Stone 
Street,  Watertown.  NY  13601 

Blue  Cross/Bhie  Shield  of  North  Carolina,  P.  O.  Box  2291  Dur¬ 
ham.  NC  27702 

Blue  Shield  of  North  Dakota,  301  Eighth  Street  South,  Fargo, 
ND  58102 


Blue  Cross  Hospital  Plan.  Inc.,  201  Ninth  Street,  NW,  Canton, 
OH  44702 

Blue  Cross  of  Southwest  Ohio.  1351  William  Howard  Taft  Road. 
Ciacianati.  OH  45206 

Blue  Cross  of  Northeast  Ohio.  2066  East  Ninth  Street,  Cleve¬ 
land.  OH  44115 

Blue  Cross  of  Ccnual  Ohio,  174  East  Long  Street,  Columbus, 
OH  43215 

Blue  Cross  of  Lima,  Ohio,  P.  O.  Box  1046,  Lima,  OH  45802 
Blue  Cross  of  Northwest  Ohio,  P.  O.  Box  943,  Toledo,  OH  43656 
Blue  Cross  of  Eastern  Ohio,  IiK..  2400  Market  Street,  Young¬ 
stown,  OH  44507 

Blue  Cross/Bhie  Shield  of  Oklahoma,  P.  O.  Box  1738,  Tulsa.  OK 
74102 

Oregon  Physkians  Servke,  P.  O.  Box  1071,  Portland,  OR  97207 
Blue  Cross  of  Oregon,  P.  O.  Box  1271,  Portland,  OR  97207 
Medkal  Servke  Association  of  Pennsylvania,  Blue  Shkid  Build¬ 
ing,  Box  65,  Camp  Hill,  PA  1 701 1 
Blue  Cross  of  Lehigh  VaUey,  1221  Hamilton  Street,  Allentown, 
PA  18102 

Capital  Blue  Cross,  100  Pine  Street,  Harrisburg.  PA  17101 
Blue  Cross  of  Greater  Philadelphia,  1333  Chestnut  Street, 
Philadelphia,  PA  19107 

Blue  Cross  of  Western  Pennsylvania,  One  Smithficid  Street,  Pitt¬ 
sburg,  PA  15222 

Blue  Cross  of  Northeastern  Pennsylvania,  15  South  Franklin 
Street,  Wilkes-Barre,  PA  18701 

Blue  Cross/Blue  Shkid  of  Rhode  Island,  P.  O.  Box  1298, 
Providence.  RI,  02901 

South  Dakota  Medkal  Servke,  Inc.,  71 1  North  Lake  Avenue, 
Sioux  Falls,  SD  57104 

Blue  Cross/Blue  Shkid  of  Tennessee,  Blue  Cross  Building,  801 
Pine  Street,  Chattanooga,  TN  37402 
Memphis  Hospital  Servke  and  Surgical  Association,  Inc.,  P.  O. 
Box  98.  Memphis.  TN  38I0I 

Blue  Shkid  of  Utah,  P.  O.  Box  270,  Sah  Lake  Chy,  UT  84110 
Blue  Shkid  of  Virginia,  P.  O.  Box  27401,  Rkhmond,  VA  23279 
Blue  Cross  of  Southwestern  Virginia,  P.  O.  Box  2770.  Roanoke, 
VA  24001 

Washington  Physkians  Servke,  220  West  Harrison  Street,  Seat¬ 
tle.  WA  98119 

Blue  Cross,  Washington-Alaska,  Inc.,  P.  O.  Box  327,  Seattle, 
WA  98111 

Medkal-Surgkal  Care,  Inc.,  Union  Trust  Building,  P.  O.  Box 
1948,  Parkersburg,  WV  26101 

Wisconsin  Physicians  Servke,  P.  O.  Box  1787,  Madison,  W1 
53701 

Wyoming  Medical  Service,  Inc.,  P.  O.  Box  2266,  Cheyenne,  WY 
82001 

Categories  of  individuals  covered  by  the  system:  Eligible  benefkia- 
rks  of  the  Civilian  Health  and  Medkal  Program  of  the  Uniformed 
Services  (Dependents  of  Active  Duty  Members  of  the  Uniformed 
'  Servkes,  retired  members  of  the  Uniformed  Servkes  and  depen¬ 
dents  of  retired  or  deceased  members  of  the  Uniformed  Services) 
eligible  beneficiaries  of  the  Civilian  Health  and  Medkal  Program  of 
the  Veterans  Administration  (spouse  or  child  of  a  veteran  who  has 
a  total  disabibty,  permanent  in  nature,  resulting  from  a  servke-con- 
nected  disability  or  surviving  spouse  or  child  of  a  veteran  who  has 
died  as  a  result  of  a  servke-connected  disability)  who  received 
benefits  under  the  provisions  of  the  Program. 

AO  individuals  who  seek  health  care  under  the  Civilian  Health 
and  Medkal  Program  of  the  Uniformed  Servkes  (CHAMPUS)  and 
the  Civilian  Health  and  Medkal  Program-Veterans  Administration 
(CHAMPVA). 

Categoric^  of  records  la  the  system:  Ffle  contains  sponsor’s  social 
security  account  number/servke  number,  branch  of  servke,  status 
(active  duty,  retired  or  deceased),  benefkiary’s  last  name,  initials, 
age.  sex.  relationship  to  sponsor,  type,  costs  and  date  of  medkal 
care  provided,  provi^  of  care  identtfkation. 

Authority  for  maiatcuaacc  of  the  ayatem:  44  USC  3101 .  41  CFR 
lOI-llOO  et  seq.  Chapter  55,  Titk  10.  USC. 

Routine  naca  of  rccorda  maintained  In  the  ayatem,  including  catego- 
riea  of  users  and  the  pnrpoacs  of  sneh  uses:  The  Offke  of  the 
Civilian  Health  and  Medical  Program  of  the  Uniformed  Servkes 
and  CHAMPUS  contractors  use  the  information  to  control  and 
process  medical  claims  for  payment;  for  control  and  approval  of 
medical  treatments  and  interface  with  providers  of  health  care;  to 
control  and  accomplish  reviews  of  ntiliution;  for  revkw  of  claims 
related  to  possible  third  party  liability  cases  and  inhiatioo  of 
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recovery  actioni;  for  referral  to  Peer  Review  Committeet  or  similar 
professional  review  organizations  to  control  and  review  providers 
of  health  care;  for  disclosure  to  third  party  contacts  without  the 
consent  of  the  individual  to  whom  the  information  perfains  in  situa¬ 
tions  where  the  party  to  be  contacted  has.  or  is  expected  to  have, 
information  necessary  to  establish  the  validity  of  evidence  or  to 
verify  the  accuracy  of  information  presented  by  the  individual  con¬ 
cerning  the  individual's  egibility  to  benefits  under  CHAM- 
PUS/CHAMPVA.  the  amount  of  benefit  payments,  any  review  of 
suspected  abuse  or  fraud,  or  any  concern  for  program  integrity  or 
quality  appraisal;  for  the  issuance  of  deductible  certificates;  for 
referral  to  the  Secretary  of  the  Department  of  Health.  Education 
and  Welfare  and/or  the  Administrator  of  the  Veterans  Administra¬ 
tion  consistent  with  their  statutory  administrative  responsibilities 
under  CHAMPUS/CHAMPVA:  for  referral  to  the  Department  of 
Justice  and/or  foreign  law  enforcement  agencies  for  investigation 
and  possible  criminal  prosecution;  and.  for  referral  to  the  Depart¬ 
ment  of  Justice  for  representation  of  the  Secretary  of  Defense  in 
civil  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Stomgc:  Records  are  maintained  on  magnetic  tape  and  disk. 

Rctricvablllty:  Information  is  retrieved  by  sponsors  social  securi¬ 
ty  account  number  (SSAN),  beneficiaries  last  name,  classification 
of  medical  diagnosis  or  procedure  codes  or  geographical  location  of 
care  provided  and  selected  utilization  limits. 

Safeguards:  Records  are  maintained  in  areas  accessible  to 
authorized  personnel.  Records  are  maintained  on  magnetic  tape 
readable  through  the  medium  of  OCHAMPUS  prepared  computer 
programs.  Military  Policy  Security  and  manned  24  hours  daily. 

Retention  and  disposal:  Records  are  permanent.  They  are  main¬ 
tained  on  magnetic  tape  as  individual  annual  files. 

System  managerfs)  and  addrem:  Director,  Office  for  the  Civilian 
Health  and  Medical  Program  of  the  Uniformed  Services,  ATTN: 
Director  of  Management  Services.  Denver.  Colorado  80240 

NoUflcation  proccdnrt:  Information  may  be  obtained  from: 
Director  of  Management  Services 

Office  for  the  Civilian  Health  and  Medical  Program  of  the 
Uniformed  Services 
Denver,  Colorado  80240 
Telephone:  Area  Code  303/341-8003 

Record  access  procedures:  Requests  from  individual  should  be  ad¬ 
dressed  to:  Director,  Office  for  the  Civilian  Health  and  Medical 
Program  of  the  Uniformed  Services,  ATTN:  Director  of  Manage¬ 
ment  Services,  Denver,  Colorado  80240 

Written  requests  for  information  should  contain  full  name  of  in¬ 
dividual,  sponsor's  social  security  account  number  and  the  visits 
are  limited  to  Director  of  Management  Services.  OCHAMPUS, 
Denver,  Colorado  80240.  Written  requests  for  information  from 
medical  records  shall  include  the,  name  and  address  of  a  physician 
who  would  be  wflling  to  receive  the  medical  record  and,  at  the 
physician’s  discretion,  inform  the  individual  covered  by  the  system 
of  the  contents  of  that  medical  record. 

For  personal  visits,  the  individual  should  be  able  to  provide  a 
Uniformed  Services  Identification  Card  and  a  drivers  license  or 
other  positive  identification. 

Contesting  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinations  may  be  obtained  from: 
Director.  Office  for  the  Civilian  Health  and  Medical  Program  of  the 
Uniformed  Services.  Denver,  Colorado  80240. 

Record  source  categories:  CHAMPUS  Medical  Claims  DA  Form 
1863-1,  2,  3,  4,  S. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DPA  DCR.A  01 

System  name:  Joint  Civilian  Orienution  Conference  Files 

System  location:  Directorate  for  Community  Relations.  Office  of 
the  Assistant  Secretary  of  Defense  (Public  Affairs). 

Categories  of  ladividnals  covered  by  the  system:  Any  person 
nominated  to  participate  in  the  Joint  Civilian  Orientation  Con¬ 
ference 

Categories  of  records  in  the  system:  Nominating  letters,  biographi¬ 
cal  information  and  administrative  processing  papers. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136 


Routine  nscs  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  porpooes  of  snch  nscs:  To  provide  factual  dau 
to  the  Assistant  Secretary  of  Defense  and  hh  immediate  subor¬ 
dinates  upon  which  to  base  a  selection  of  participants  representing 
the  broadest  possible  cross-section  of  nominees,  and  to  prevent  ad¬ 
ministrative  duplication. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
RetrievabilHy:  By  name 

Safeguards:  Records  are  maintained  in  locked  file  case  and  ac¬ 
cessible  only  to  authorized  personnel. 

Retention  and  disposal:  Name,  address  and  title  files  are  per¬ 
manent.  Nomination  files  are  retained  while  nominations  are  active, 
then  destroyed. 

System  maaager(s)  and  address:  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 

Director  for  Community  Relations 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
Room  1E798,  The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  Area  Code  (202)  393-21 13 
Record  accem  procedures:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 

The  Pentagon 
Washington.  D.  C.  20301 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301 
Record  source  categories:  Secretary  of  Defense,  Assistant  Secre¬ 
tary  of  Defense,  Chairman  of  the  Joint  Chiefs  of  Staff,  Secretaries 
of  the  Military  Departments,  Military  Service  Chiefs,  (Commanders 
of  Major  Mffitary  Commands,  Directors  of  Defense  Agencies, 
former  conference  participants,  and  occasionally  Members  of  Con¬ 
gress. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DPA  DDI.A  02 

System  name:  Biography  File 

System  location:  Directorate  for  Defense  Information.  Office  of 
Assistant  Secretary  of  Defense  (Public  Affairs) 

Categories  of  individuals  covered  by  the  system:  Military  and 
Civilian  members  of  the  Department  of  Defense 
Categories  of  records  in  the  system:  Biographical  information 
prepared  and  approved  for  pubbe  release 
Authority  (or  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136 

Routine  uses  of  records  maintained  in  the  system,  Incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  respond  to  pubUc  and 
news-media  interest,  and  for  record  purposes. 

Policies  and  practices  (on  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Paper  files  in  paper  containers 
Retrbvability:  By  name 

Safeguards:  Accessible  to  authorized  personnel 
Retention  and  dbposal:  So  long  as  public  and/or  news  media  in¬ 
terest  requires.  Then  destroyed. 

System  managcr(s)  and  addrem:  Assistant  Secretary  of  Defense 
(PubUc  Affairs),  The  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
Director  for  Defense  Information 

Office  of  the  Assistant  Secretary  of  Defense  (PubUc  Affairs) 
Room  2E763,  The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  Area  Code  (202)  693-3886 
Record  accem  procedures:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (PubUc  Affairs) 
The  Pentagon 
Washington.  D.  C.  20301 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records,  and  for  contesting  contents  and  appealing  initial  determina- 
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tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
tPublic  Affairs)h  The  PenUgon,  Washington.  D.  C.  20301. 

Record  sonrcc  categories:  Military  Services  and  Civil  Service  Of¬ 
fices 

Systems  exempted  from  ccrtafai  provisions  of  the  act:  None 
DPA  DDI.B  03 

System  name:  Portrait- Photograph  File 
System  locatioa:  Directorate  for  Defense  Information,  Office  of 
Assistant  Secretary  of  Defense.  (Public  Affairs) 

Categories  of  iadividnals  covered  by  the  system:  Military  and 
Civilian  members  of  the  Department  of  Defense 
Categories  of  records  in  the  system:  Photographs  approved  for 
public  release 

Authority  for  maintenance  of  the  system:  Title,  10,  United  States 
Code,  Section  136 

Rootlne  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  respond  to  public  and 
news-media  interest,  and  for  record  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Photographic  prints  in  paper  folders 
Retriev ability:  By  name 

Safeguards:  Accessible  to  authorized  personnel 
Retention  and  dbposal:  So  long  as  public  and/or  news-media  in¬ 
terest  requires.  Then  destroyed. 

System  manager(s)  and  address:  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 

Director  for  Defense  Information 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
Room  2E76S,  The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  Area  Code  (202)  695-3886 
Record  access  procedures:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
The  Pentagon 
Washington,  D.  C.  20301 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records,  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301. 

Record  source  categories:  Military  Services  and  Civil  Service  Of¬ 
fices 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DPA  DDl.C  04 

System  name:  Case  Files 

System  location:  Directorate  for  Defense  Information,  Office  of 
Assisunt  Secretary  of  Defense  (Public  Affairs) 

Categories  of  indlvMnals  covered  by  the  system:  Military  and 
Civilian  members  of  the  Department  of  Defense 
Categories  of  records  in  the  system:  Published  material,  released 
material,  and  material  prepared  and  approved  for  release. 

Authority  (or  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  respond  to  public  and 
news-media  interest,  and  for  record  purposes.  . 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  files  in  paper  containers 
Retrievahility:  By  name 

Safeguards:  Accessible  to  authorized  personnel 
Retention  and  disposal:  So  long  as  public  and/or  news-media  in¬ 
terest  requires.  Then  destroyed. 

System  manager(s)  and  address:  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301 
Notification  procedure:  Information  may  be  obtained  from: 
Director  for  Defense  Information 

Office  of  the  AssistanI  Secretary  of  Defense  (Public  Affairs) 
Room  2E765.  The  Pentagon 
Washington,  D.  C.  20301 


Telephone:  Area  Code  (202)  696-3886 

Record  access  procednres:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 

The  Pentagon 
Washington,  D.  C.  20301 

Contesting  record  procedures:  Th6  Agency’s  rules  for  access  to 
records  and  determinations  may  be  obtained  from  the  Assistant 
Secretary  of  Defense  (Public  Affairs).  The  Pentagon,  Washington. 
D.  C.  20301. 

Record  source  categories:  Military  Services  and  Civil  Service  Of¬ 
fices 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DPA  DFOl.A  05 

System  name:  Freedom  of  Information  Program  Case  Files 

System  location;  Primary  system:  Directorate  for  Freedom  of  In¬ 
formation  and  Security  Review,  Office  of  Assistant  Secretary  of 
Defense  (Public  Affairs) 

Decentralized  segments:  Director,  Defense  Research  and  En¬ 
gineering,  Assistant  Secretaries  of  Defense,  Assistants  to  the  Secre¬ 
tary  of  Defense,  or  equivalent,  the  Organization  of  the  Joint  Chiefs 
of  Staff,  and  other  activities  assigned  to  Office  Secretary  of 
Defense  for  administrative  support. 

Categories  of  Individnala  covered  by  the  system:  Any  citizen  who 
makes  a  request  for  records  under  the  Freedom  of  Information  Pro¬ 
gram  to  the  Office  of  the  Secretary  of  Defense,  Organization  of  the 
Joint  Chiefs  of  Staff,  or  activity  assigned  to  Office  Secretary  of 
Defense  for  administrative  support. 

Categories  of  records  in  the  system:  Name,  firm,  address  of  in¬ 
dividual  requester,  identification  of  records  requested,  dates  and 
summaries  of  action  .taken,  and  documents  for  establishing  collecta¬ 
ble  fees  and  processing  cost  to  the  government. 

Names,  titles  or  positions  of  each  person  primarily  responsible 
for  an  initial  or  final  denial  on  appeal  of  a  request  for  a  record. 

The  results  of  any  disciplinary  proceeding,  including  an  explana¬ 
tion  of  a  decision  not  to  discipline,  that  was  initiated  against  an  of¬ 
ficer  or  employee  because  a  court  determined  arbitrary  of  capri¬ 
cious  action. 

Authority  tor  maintenance  of  the  system:  Title  5,  United  States 
Code,  Section  532,  The  Freedom  of  Information  Act.  as  amended 
by  PubUc  Law  93-502. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Primary  system  and 
decentralized  segments  are  used  by  officials  in  the  locations 
described  above  to  administratively  control  requests  to  insure  com¬ 
pliance  with  Public  Law  93-502,  and  to  research  historical  data  on 
release  of  records  so  as  to  facilitate  conformity  in  subsequent  ac¬ 
tions. 

Primary  system  used  for  development  of  annual  report  data 
required  by  Public  Law  93-502  and  to  compute  processing  costs  to 
the  government,  and  other  management  data  such  as,  but  not 
limited  to  number  of  requests,  type  or  category  of  records 
requested,  average  processing  time,  average  cost  to  requester,  per¬ 
centage  of  denials,  and  number  of  denials  by  exemption. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  disks,  computer  paper  printout, 
index  fde  cards,  and  paper  records  in  file  folders. 

RetrievabilHy:  Filed  by  request  number  and  retrieval  by  name, 
subject  material  (to  include  dates)  and  request  number  using  con¬ 
ventional  indices. 

Safeguards:  Paper  records  are  maintained  in  security  containers 
with  access  only  to  officials  whose  access  is  based  on  requirements 
of  assigned  duties.  Computer  access  is  by  verification  of  Identifica¬ 
tion  codes;  one  for  search  and  another  for  maintenance. 

Retention  and  dbposal:  Records  are  permanent.  Files  are  held  in 
current  status  for  two  years  after  the  end  of  the  calendar  year  in 
which  created,  then  retired  to  the  Washington  National  Records 
Center  for  retention  an  additional  five  years. 

System  manager(s)  and  address:  Assistant  Secretary  of  Defense 
(Public  Affairs),  the  Pentagon,  Washington,  D.  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Director,  Freedom  of  Information  and  Security  Review, 

Office,  Assistant  Secretary  of  Defense  (Public  Affairs) 

Room  2C757,  the  Pentagon 
Washington,  D.  C.  20301 
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Telephone:  Aren  Code  (202)  697-1180 

Record  nccoM  proccdnrcn:  Requests  from  individuals  should  be 
addressed  to: 

Director,  Freedom  of  Information  and  Security  Review 
Office,  Assistant  Secretary  of  Defense  (Public  Affairs) 

Room  2C7S7,  the  Pentagon 
Washington,  D.  C.  20301 

Requests  should  include  full  name,  address  and  affidavit  or 
identihcation  which  is  required  for  release  of  record.  Personal  visits 
are  restricted  to  Room  2C757.  Individual  should  be  able  to  present 
acceptable  identification:  that  is.  driver's  license  or  comparable 
identity  card. 

Contesting  record  proccdnrcs:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  The 
Assistant  Secretary  of  Defense  (Public  Affairs).  The  Pentagon, 
Washington,  D.  C.  20301. 

Record  sonrce  categories:  Requests  for  records  originating  from 
citizens  under  the  Freedom  of  Information  Act  and  subsequent  data 
provided  by  form  and  memorandum  by  officials  who  hold  the 
requested  records,  act  upon  the  request,  or  who  are  involved  iiw 
Icgal  action  stemming  from  action  taken. 


Systems  eaempted  from  certefas  provisions  of  the  act:  None 
DPA  DSR.A  06 
System  name:  Security  Review  Index  File 


System  location:  Directorate  for  Freedom  of  Information  and 
Security  Review,  Office  of  Assistant  Secretary  of  Defense  (Public 
Affair^). 

Categories  of  iadividoals  covered  by  the  system:  Department  of 
Defense  officials  who  present  statements,  testify,  or  who  furnish 
information  to  the  Congress  of  the  United  States.  , 

Department  of  Defense  officials  and  citizens  of  organizations 
outside  the  Defense  Department  who  submit  documents,  such  at 
but  not  limited  to,  speeches  and  articles,  for  clearance  prior  to 
public  release. 

Categories  of  records  in  the  system:  Name,  organization  of  in* 
dividual  submitting  document  for  clearance. 

Anthorhy  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  System  used  by  officials 
of  the  location  office  to  identify  and  locate  documents  which  are 
maintained  in  a  separate  ■classified  fjle  in  order  to  facilitate  research 
of  historical  data  in  previously  processed  documents  to  ensure  con¬ 
formity  in  subsequent  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Index  file  cards  in  card  file  cabinets. 

Retrlevabllity:  Filed  by  case  number,  name,  source 

(Organization),  and  subject-numerical. 

Safeguards:  Index  file  cards  are  maintained  in  security  containers 
with  access  only  to  officials  in  accordance  with  assigned  duiio- 

Retention  and  disposal:  Records  are  permanent.  Files  are  cut  off 
at  end  of  each  calendar  year.  Cut  off  files  are  maintained  in  current 
filet  area. 

System  manager(s)  and  addrem:  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301 

Notification  procednre:  Information  may  be  obtained  from: 
Director,  Freedom  of  Information  and  Security  Review 
Office.  Assistant  Secretary  of  Defense  (Public  Affairs) 

Room  2C7S7,  Pentagon,  Washington.  D.  C.  20301 
Telephone:  Area  Code  (202)  697-2023 

Requests  should  include  full  name,  organization,  address  and  af¬ 
fidavit.  or  identification  which  is  required  for  release  of  record. 
Personal  visits  are  restricted  to  Room  2C757.  Individual  should  be 
able  to  present  acceptable  identification;  that  is,  driver's  license  or 
comparable  identity  card. 

Record  access  procedures:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
The  Pentagon 
Washington,  D.  C.  20301 

Contesting  record  proccdnrcs:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301. 


Record  source  categories:  Requests  for  clearance  of  documents 
originating  from  officials,  organizations,  or  individuals  under  Title 
10,  United  States  Code.  Section  136. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DPA  DXA.A  07 
System  name:  Personnel  Filet 

System  location:  Office  of  the  Executive  Assistant  to  the 
Assistant  Secretary  of  Defense  (Public  Affairs)  with  partial  files  in 
the  Offices  of  the  Directors  for  Defense  Information.  Community 
Relations,  and  Freedom  of  Information  and  Security  Review. 

Categories  of  individnate  covered  by  the  system:  Military  and 
Civilian  personnel  assigned  to  the  Office  of  the  Assistant  Secretary 
of  Defense  (Public  Affairs) 

Categories  of  records  in  the  system:  Partial  file  containing  copies 
of  material  contained  in  each  individual's  master  personnel  record. 
This  system  contains  name,  address,  telephone  number,  social 
security  number,  rank  or  grade,  position  held,  and  information  con¬ 
cerning  leave,  sick  leave,  temporary  assignments,  and  other  related 
papers  pertaining  to  present  assignment. 

Authority  (or  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  The  Assistant 
Secretary  of  Defense  (Public  Affairs)  and  bis  immediate  assistants 
to  assign  personnel  to  duties,  to  maintain  manning  levels  in  timely 
fashion,  and  to  provide  information  to  each  individual  as  required. 

Policies  and  practices  (or  storiag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Retrievability:  by  name 

Safeguards:  Records  are  maintained  in  locked  file  cabinet  with 
access  only  to  officials  who  are  involved  in  personnel  actions. 

Retentioa  and  dteposal:  Records  are  maintained  while  individual  is 
assigned  to  Office,  Assistant  Secretary  of  Defense  (Public  Affairs), 
then  destroyed  when  individual  is  no  longer  so  assigned. 

System  managerfs)  and  addrem:  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon.  Washington,  D.  C.  20301 

Notification  procedure:  Information  may  be  obtained  from: 
Executive  Assistant 

Office  of  Assistant  Secretary  of  Defense  (Public  Affairs) 

Room  2E8I3,  The  Pentagon 

Washington,  D.  C.  20301 

Telephone  number:  Area  Code  (202)  697-0792 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
The  Pentagon 
Washington,  D.  C.  20301 

Contesting  record  proccdnrcs:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeaUng  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301. 

Record  source  categories:  Central  personnel  files  of  the  Military 
Services  or  the  United  States  Civil  Service 

Systems  exempted  from  certaia  provisioas  of  the  act:  None 
DPA  DXA.B  08 
System  name:  Contact  Files 

System  location:  Decentralized  files  in  the  Office  of  the  Assistant 
Secretary  of  Defense  (Public  Affairs),  and  the  various  Offices  of 
the  Directors  for  Community  Relatioi^s,  Defense  Information,  and 
Security  Review  and  Freedom  of  Information. 

Categories  of  individuals  eovered  by  the  system:  Persons  with 
whom  the  official  business  of  the  Assistant  Secretary  of  Defense 
(Public  Affairs)  is  conducted. 

Categories  of  records  in  the  system:  Names,  firms  or  Agencies, 
addresses,  and  telephone  numbers. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  officials  in  the 
Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs)  to 
communicate  with  persons  involved  in  the  business  of  that  office. " 


FEDERAL  REGISTER,  VOL.  42,  NO  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


50776 


PRIVACY  ACT  ISSUANCES 


PoUdo  Mid  practkca  for  ilortag,  rttricviag,  occctdoK,  rdaiaiag, 
•■d  dhpoataf  of  records  hi  tkc  systcai: 

Stora(c:  Index  cards  and  paper  Usts. 

RctricvaMUtjr:  By  individual,  or  firm  or  agency  name. 

Safegnards:  Files  maintained  in  personal  custody. 

Retentioa  and  disposal:  Indefinite.  Files  are  retained  so  long  as  in¬ 
dividuals  are  directly  involved  in  the  business  of  the  Office  of  the 
Assistant  Secretary  of  Defense  (PubUc  Affairs),  then  destroyed. 

System  managcr(s)  and  address:  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon.  Washington,  D.  C.  20301 
Notificatioa  procedure:  Information  may  be  obtained  from: 
Executive  Assistant 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
Room  2E8I3,  The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  Area  Code  (202)  697-0792 
Record  access  procedures:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
The  Pentagon 
Washington,  D.  C.  20301 

Coatestiag  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeaUng  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon.  Washington,  D.  C.  20301. 

Record  source  categories:  Published  telephone  directories,  letter- 
beads,  and  other  published  material  containing  the  information. 
Systems  exempted  from  certaia  provisioBs  of  the  act:  None 
DPA  DXA.C  09 
System  name:  Public  Correspondence  Files 
System  locathm:  Office  of  the  Staff  Assistant  for  Public  Cor¬ 
respondence,  Office  of  the  Assistant  Secretary  of  Defense  (Public 
Affairs) 

Categories  of  individuals  covered  by  the  system:  Any  person  who 
writes  to  the  Department  of  Defense  requesting  general  informa¬ 
tion. 

Categories  of  records  In  the  system:  Letters  of  Inquiry  and  replies. 
Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code.  Section  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  a  record  of 
answers  to  general  inquiries  submitted  by  the  public. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
nnd  disposing  of  records  In  the  system: 

Storage:  Paper  files  in  paper  folders 
Retrievabilhy:  by  name 

Safeguards:  Access  by  authorized  personnel  only 
Retention  and  disposal:  Retained  for  two  years,  then  destroyed. 
Syriem  maaager(s)  and  address:  Assistant  Secretary  of  Defense 
(Public  Affairs),  The  Pentagon,  Washington,  D.  C.  20301 
NotificatioB  procedure:  Information  may  be  obtained  from: 

Staff  Assistant  for  PubUc  Correspondence 
Office  of  the  Assistant  Secretary  of  Defense  (Public  Affairs) 
Room  2D771,  The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  Area  Code  (202)  697-5737 
Record  access  procedures:  Requests  should  be  addressed  to: 

Office  of  the  Assistant  Secretary  of  Defense  (PubUc  Affairs) 
The  Pentagon 
Washington,  D.  C.  20301 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appeaUng  initial  determina¬ 
tions  may  be  obtained  from  the  Assistant  Secretary  of  Defense 
(PubUc  Affairs),  The  Pentagon,  Washington,  D.  C.  20301. 

Record  source  categories:  Any  individual  inquiry  and  response 
thereto. 

Systems  exempted  from  certain  provisions  of  the  net:  None 
DPA  DXAJ>  10 

System  name:  Privacy  Act  Request  for  Access  Files 
Systra  location:  Primary  System-Directorate  for  Freedom  of  In¬ 
formation  and  Security  Review,  Office  of  the  Assistant  Secretary 
of  Defense  (PubUc  Affairs),  Washington,  D.  C.  20301. 


DecentraUzed  Segments-Offices  of  the  Director  of  Defense 
Research  and  Engineering,  Assistant  Secretaries  of  Defense, 
Assistants  to  the  Secretary  of  Defense,  or  equivalent,  the  Organiza¬ 
tion  of  the  Joint  Chiefs  of  Staff,  and  other  activities  assigned  to  the 
Office  of  the  Secretary  of  Defense  for  administrative  support. 

Categories  of  individnals  covered  hy  the  system:  Any  citizen  who 
makes  a  request  for  access  to  records  under  the  Privacy  Act  to  the 
Office  of  the  Secretary  of  Defense,  Organization  of  the  Joint 
Chiefs  of  Staff,  or  activity  assigned  to  the  Office  of  the  Secretary 
of  Defense  for  administrative  support.  Requests  from  the  pubUc  for 
amendment  of  records,  other  questions  concerning  the  Privacy  Act, 
and  matters  pertaining  to  Privacy  Act  Program  management  are 
acted  upon  by  the  Records  Administrator,  Office  of  the  Secretary 
of  Defense.  Room  SC3IS,  Pentagon,  Washington.  D.  C.  20301. 

Categories  of  records  in  the  system:  Name,  firm,  address,  and 
other  personal  identifiers  of  the  individual  requester,  identification 
of  records  requested,  dates  and  summaries  of  action  taken,  and  re¬ 
lated  documents  associated  with  processing  requests.  In  addition, 
names,  titles  or  positions  of  each  person  primarily  responsible  for 
action  on  requests  for  records.  Results  of  foUow-on  action,  if  any, 
to  include  request  for  review  of  refusal  of  the  individual’s  request. 

Authority  for  maintenance  of  the  system:  Title  S,  U.S.C.  S52a,  the 
Privacy  Act  of  1974;  PubUc  Law  93-579. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposM  of  such  uses:  Files  are  used  by  offi¬ 
cials  in  the  locations  described  above  to  control  administratively 
requests  to  insure  compliance  with  PubUc  Law  93-579,  and  to 
research  historical  data  for  annual  report  statistics  and  other 
management  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Index  file  cards  and  paper  records  in  file  folders. 

Rctrievabllity:  Filed  chronologicaUy  by  request  number  and 
retrieved  by  name  and/or  request  number  using  conventional  in¬ 
dices  and  cross-references. 

Safeguards:  Records  are  maintained  in  security  containers  with 
access  only  to  officials  whose  access  it  based  on  requirements  of 
assigned  duties. 

Retention  and  disposal:  Files  are  kept  for  four  years  after  final 
determination,  or  three  years  after  final  adjudication  by  the  courts, 
whichever  is  later. 

System  managerfs)  and  address:  Assistant  Secretary  of  Defense 
(Public  Affairs).  Pentagon,  Washington,  D.  C.  20301. 

NotificatioB  procedure:  Information  may  be  obtained  from  the 
Director.  Freedom  of  Information  and  Security  Review,  Office  of 
the  Assistant  Secretary  of  Defense  (PubUc  Affairs),  Room  2C757, 
Pentagon.  Washington,  D.  C.  20301.  Telephone:  Area  Code  202/69*^- 
1180. 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  the  office  stated  atmve  and  should  include  fuU  name, 
address,  and  notarized  signature.  For  personal  visits,  individuals 
should  be  able  to  present  acceptable  identification;  that  is.  driver’s 
license  or  comparable  identity  card. 

Contestiap  record  procedures:  The  rules  for  access  to  records  and 
for  contesUng  contents  and  appeaUng  initial  determination  by  the 
individual  concerned  may  be  obtained  from  the  System  Manager. 

Record  source  categories:  Requests  for  access  to  records-under 
the  Privacy  Act-originating  from  citizens,  and  subsequent  data  pro¬ 
vided  by  officials  who  hold  the  requested  records,  act  upon  the 
request,  and  who  are  involved  in  the  review  of  denials  of  the 
requests. 

Systems  exempted  from  certain  provisions  of  . the  act:  NONE 
DPARE  01 

System  name:  DOD  Civilian  Personnel  Data  File  Extract 

System  locatioB:  Office  of  Assistant  Secretary  of  Defense 
(Program  Analysis  and  Evaluation),  The  Pentagon,  Washington. 
D.C.  20301 

Categories  of  individnals  covered  by  the  system:  All  civilian  per¬ 
sonnel  employed  by  the  Department  of  Defense  (DOD) 

Categories  of  records  in  the  system:  System  contains  information 
on  the  attributes  and  characteristics  of  aU  DOD  civilian  personnel: 
SSAN;  service  computation  date;  date  of  birth;  work  schedule;  oc¬ 
cupation  code;  state,  city,  and  county;  standard  metropoUtan 
statistical  area;  employing  agency,  command  or  activity;  retired 
mOitary  status;  pay  plan;  grade;  step;  supervisory  status;  education 
level;  year  of  degree. 
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AulhorHy  lor  maiotcfooce  of  tbc  tystcm:  10  U.S.C.  Section  136 

Routiac  UMS  of  records  laainUincd  ia  tkc  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  DOD  Component 
Headquarters  -  To  review  and  evaluate  the  efficiency  and  effective¬ 
ness  of  the  allocation,  utilization  and  management  of  the  DOD 
civilian  work  force;  to  determine  policies,  programs  and  plans  for 
more  efficient,  economical  and  effective  management  and  use  of 
the  DOD  cilivian  work  force. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tapes  and  disks;  computer  paper 
printouts;  source  documents 

Retrievability:  Information  accessed  and  retrived  by  SSAN,  at¬ 
tribute  or  characteristic 

Individual  user  codes  and  passwords  required  to  access  informa¬ 
tion  stored  in  computer 

Safeguards:  Building  employs  building  guards.  Computer  stored 
data  is  kept  in  a  secure  computer  facility  and  may  be  accessed  only 
by  authorized,  properly  trained  personnel  possessing  access  codes 
and  passwords.  Printouts,  source  documents  and  reports  are  ac¬ 
cessible  only  to  authorized,  cleared  personnel. 

Rcteatioa  aad  dbposal:  Computer  stored  data  is  permanent.  Prin¬ 
touts,  source  documents  and  reports  are  regularly  screened  and 
destroyed  when  purpose  is  served. 

System  maaagerfs)  and  address:  Assistant  Secretary  of  Defense 
(Program  Analysis  and  Evaluation).  Room  2D32I,  The  Pentagon, 
Washington,  D.C.  20301 

Notification  procedure:  Information  may  be  obtained  from; 
OASDfPA&E),  Manpower  Resources  Division 
Room  2D3I2 
The  Pentagon 
Washington,  D.C.  20301 
Telephone;  Area  Code  202/697-0063 

Record  ncccts  procedures:  Requests  from  individuals  should  be 
addressed  to:  OASD(PAAE),  Manpower  Resources  Division,  Room 
2D3I2.  The  Pentagon.  Washington,  D.C.  20301 

Written  requests  must  contain  the  full  name  of  the  individual, 
SSAN,  current  employer,  and  telephone  number.  Visitors  must  be 
able  to  provide  acceptable  identification. 

Coatcstlug  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Civil  Service  Commission  and  com¬ 
ponents  of  the  Department  of  Defense 

Systems  esempted  from  certain  provisions  of  the  act:  None 
DPAAE  02 

System  name:  Administrative  Filet  for  Office  of  the  Assistant 
Secretary  of  Defense  for  PA&E 

System  location:  Office  of  the  Assistant  Secretary  of  Defense 
(Program  Analysis  and  Evaluation),  The  Pentagon,  Washington, 
D.C.  20301 

Categories  of  individualt  covered  by  the  system:  All  current  and 
former  military  and  civilian  personnel  employed  by  or  assigned  to 
PA&E  since  1965 

Current  and  some  past  applicants  or  prospects  for  civilian  or 
military  jobs 

Some  contractor  personnel 

Other  DoD  or  outside  personnel  currently  or  previously  assigned, 
or  under  consideration,  to  provide  support  or  work  with  PA&E 

Categories  of  records  iu  the  system:  System  contains  individual 
application  forms;  biographical  -data;  employment  histo^;  profes¬ 
sional  and  military  experience;  schooling  and  academic  records; 
performance  effectiveness  data;  honors,  awards  and  decorations; 
security  forms;  security  clearances;  security  violations  publications; 
training  and  career  development  information;  telephone  rosters; 
certain  financial  interest  and  medical  history  data;  information  used 
to  evaluate  individuals  for  employment,  promotion,  reassignment, 
training,  retention  and  awards;  job  descriptions;  letters  of  commen¬ 
dation  or  appreciation;  earnings  and  leave  statements;  overtime  pay 
records;  travel  orders;  certain  travel  vouchers;  retirement  applica¬ 
tion  papers;  tenure  data;  next  employment  information;  savings 
bond  and  combined  federal  campaign  (CFC)  data  (current  year 
only);  and  miscellaneous  personnel  and  administrative  data  of  like 
nature 


Authority  (or  maintcuaiice  of  the  system:  10  U.S.C.  Section  136 
Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sueh  uses:  OASD(PA&E)  •  To  eval¬ 
uate  current  and  prospective  employees;  to  locate  former  personnel 
and  prospects;  to  analyze  professional  staff  background;  to  make 
decisions  on  hiring,  promotion,  training,  awards,  or  disciplinary  ac¬ 
tions;  to  make  comparative  analyses  of  personnel  data  such  as  tur¬ 
nover  rates,  awards,  academic  degrees,  average  age,  travel,  and 
overtime;  to  determine  level  of  security  access  permissible;  to  eval¬ 
uate  conformance  with  standards  of  conduct  rules;  to  evaluate  con¬ 
tractor  capabilities;  to  provide  information  on  current  or  former 
personnel  to  authorized  investigators  and  potential  outside  em¬ 
ployers;  to  make  campaign  reports;  to  evaluate  effectiveness  of 
PA&E  personnel  operations;  to  input  selected  data  to  computer 
systems;  to  perform  computer  analyses  of  the  data;  and  to  prepare 
reports,  rosters  and  statistical  data  ' 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 

Biography  book 

Computer  disks 

Computer  paper  printouts 

Charts 

Retrievability:  Information  accessed  by  last  name  of  individual 
Individual  user  codes  and  passwords  required  to  access  informa¬ 
tion  stored  in  computer 
Safeguards:  Building  employs  security  guards 
Sensitive  manually  stored  data  kept  in  locked  cabinets  or  safes 
and  may  be  accessed  only  by  authorized  personnel 
Computer  stored  data  is  kept  in  a  secure  computer  facility  and 
may  be  accessed  only  by  authorized,  property  trained  personnel 
who  have  access  codes  and  passwords 
Rcteatioa  aad  disposal:  Records  on  current  and  former  personnel 
and  permanent.  Travel  orders,  overtime  authorizations  and  similar 
fiscal  records  are  kept  for  three  years.  Applicant  files  are  screened 
about  one  a  year  and  information  outdated  or  no  longer  needed  is 
destroyed.  Campaign  data  for  other  than  current  year  is  destroyed 
annuaUy. 

System  managcr(>)  and  address:  Assistant  Secretary  of  Defense 
(Program  Analysis  and  Evaluation),  Room  2D321,  The  Pentagon, 
Washington,  D.C.  20301 

Notifkatioa  procedure:  Information  may  be  obtained  from: 
OASD(PA&E),  Assistant  for  Management 
Room  2D32I 
The  Pentagon 
Washington,  D.C.  20301 
Telephone:  Area  Code  202/697-9189 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  OASD(PA&E),  Assistant  for  Management,  Room 
2D321,  Tbe  Pentagon,  Washington,  D.C.  20301 
Written  request  must  contain  full  name  and  identification  of  the 
individual.  Visitors  may  be  required  to  provide  identification. 

Contesting  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories:  Current  and  previous  employers,  in¬ 
structors,  associates  and  contacts;  DoD  civilian  and  military  per¬ 
sonnel  offices;  DoD  security  offices;  DOD  payroll,  travel  and  fiscal 
offices;  Civil  Service  Commission;  contractors;  Air  Force  Data  Ser¬ 
vices  C^enter;  PA&E  personnel;  educational  institutions;  financial 
institutions 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
DPA&E  03 

System  name:  Civilian  Personnel  Sample 
System  location:  Stanford  Research  Institute  Menlo  Park,  Califor¬ 
nia  94025 

Categories  of  individuals  covered  by  the  system:  Categories  of  in¬ 
dividuals  covered  by  tbe  system.  646  DoD  civilian  employees  in 
selected  job  classifications  in  the  Washington,  D.  C.  area. 

Categories  of  records  in  the  system:  System  contains  information 
on  the  attributes  and  characteristics  of  all  sample  population:  age; 
sex;  race/ethnic  background;  educational  background  and  special¬ 
ized  training;  income  (current  pay-rate,  e.g.,  GS  grade  level); 
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veteiu  status  and  branch  of  service;  frequency  of  job  change; 
frequency  of  employer  change;  number  of  opportunities  to  chimge 
to  another  job  while  in  current  job;  how  current  job  was  obtained 
(e4.,  whether  the  employee  requested  the  position,  was  assigned  to 
it  or  reassigned  as  a  p^  of  a  spMial  program);  employmentyjob 
history  and  number  of  years  in  civil  service;  pay-rate  (grade  level) 
on  entry  into  civil  service;  attitudes  toward  supervision,  opportuni¬ 
ties  for  advancement;  overall  satisfaction  with  the  present  job; 
desire  to  change  to  another  job,  if  so,  the  preferred  job  and  em¬ 
ployer;  perceived  obstacles  and  facilitators  for  advancement  in  the 
Department  of  Defense.  Identification  of  individuak  included  in 
sample  is  coded. 

Authority  lor  maintenance  o(  the  system:  10  U.S.C.  Section  136 

Roatiae  uses  of  records  maintained  in  the  system,  inclading  catego¬ 
ries  of  users  and  the  parpooes  of  such  uses:  OASD(PAAE)  •  Stanford 
Research  Institute.  To  determine  the  inter-relations  between  the 
sets  of  attributes  measured  in  the  sample;  to  determine  the  proba¬ 
ble  advancement  and  satisfaction  of  civilian  personnel  with  dif¬ 
ferent  attributes.  To  the  Civil  Service  Commission  concerning  pay, 
benefits,  retirement  deductions,  and  other  information  necessary 
for  the  commission  to  carry  out  its  Government-wide  personnel 
management  functions. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaiaing, 
and  dispoaiag  of  records  la  the  system:  Storing,  retrieving,  ac¬ 
cessing,  retaining  and  disposing  of  records  in  the  system. 

Storage:  Computer  magnetic  tapes  and  disks;  computer  paper 
printouts;  source  documents. 

RetrievabUity:  Information  accessed  and  retrieved  by  attribute  or 
characteristic. 

Safeguards:  Building  employs  building  guards.  Computer  stored 
data  may  be  accessed  only  by  authorized  properly  trained  person¬ 
nel  possessing  access  codes  and  passwords.  Source  documents  and 
reports  are  accessible  only  to  authorized  personnel.  Identification 
of  individuals  included  in  sample  is  coded. 

Rctcatioa  aad  disposal:  Computer  stored  data  is  permanent.  Prin¬ 
touts,  source  documents  and  reports  are  destroyed  when  their  pur¬ 
pose  is  fulfilled. 

System  manager(s)  and  address:  Assistant  Secretary  of  Defense 
(Program  Analysis  and  Evaluation),  Room  2D-32I,  llie  Pentagon. 
Washington,  D.  C.  20301 

NotificatioB  procedure:  Information  may  be  obtained  from 
OASD(PAAE),  Manpower  Resources  Division 
Room  2D-3I2 
The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  Area  Code  202/697-0064 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to:  OASDfPAAE),  Manpower  Resources  Division,  Room 
2D-3)2.  The  Pentagon,  Washington,  D.  C.  20301 

Written  requests  must  contain  the  fuD  name  of  the  individual, 
SSAN,  current  employer,  and  telephone  number.  Visitors  must  be 
able  to  provide  acceptable  identification. 

Coatesdag  record  procedures:  The  agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  Returned  questionnaire. 

Systems  exempted  from  certain  provisioBS  of  the  act:  None 
DSMS-dl 

System  name:  DSMS  Personnel  Information  Files 

System  location:  Administration/Personnel  Division,  Defense 
Systems  Management  School,  Ft.  Belvoir,  Va.  22060 

Computer  Systems  and  Simulations  Department,  Defense 
Systems  Management  School,  Bldg.  202,  Ft.  Belvoir,  VA  22060 

Categories  of  individuals  covered  hy  the  system:  MiUtary  and 
civilian  personnel  assigned  or  attached  to  the  Defense  Systems 
Management  SebooL 

Categories  of  records  ia  the  system:  Data  includes  summary  of  oc¬ 
cupational  experience,  education,  training,  security  clearance,  home 
address,  home  telephone  number,  dependent  status,  awards  and 
decorations,  promotion  status,  pay  status. 

Aatherlty  far  majateasnee  of  the  system:  K)  USC  136  and  DOD 
Directive  5160.55  Subject:  Defense  Systems  Maaagemeat  School. 


Routine  uses  of  reeards  amlalahMd  la  the  system,  lacladfaig  catego¬ 
ries  of  users  aad  the  parpasm  at  each  aaes:  Supervisory  officials  to 
obtain  information  on  which  to  base  decisions. 

Assigned  Personnel  Mnnagement  Technicians  for  accomplishment 
of  records  maintenance  and  personnel  services  to  individuals  as¬ 
signed  and  attached. 

For  publication  of  biographical  data  booklets,  personnel  rotters, 
telephone  directories,  and  organizational  charts  by  the  Administra¬ 
tive  Officer. 

Information  from  records  coataiaed  in  the  system  may  be  pro¬ 
vided  to  any  component  of  the  Department  of  Defense. 

Disclosure  to  law  enforcement  or  investigative  authorities  for  in¬ 
vestigations  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  rctricviag,  accessing,  retaining, 
and  dbposing  of  records  la  the  system: 

Storage:  Primary  files  are  paper  records  in  file  folders  and 
punched  cards. 

RetrievabilHy:  Filed  alphabetically  by  last  name. 

Safeguards:  Building  is  locked  during  non-business  hours 

File  storage  is  in  locked  Hie  cabinets.  Only  authorized  personnel 
have  access  to  files. 

Retention  and  disposal:  Files  are  retained  for  one  year  after  in¬ 
dividual  transfers,  separates  or  retires;  then  are  destroyed. 

System  maaager(s)  and  address:  Chief,  Administration/Pcrsonnel 
Divison,  Defense  Systems  Management  School,  Ft.  Belvoir,  VA 
22060 

Notification  procedure:  Information  may  be  obtained  from 
SYSMANAGER,  telephone:  Area  Code:  703/664-3118. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant,  Defense  Systems  Management  School, 
ATTN:  Chief,  Programs  Division.  Bldg.  202,  Ft.  Belvoir,  VA  22060 

Written  requests  for  information  should  contain  the  full  name, 
current  address  of  the  individual. 

For  personal  visits,  the  individual  must  provide  acceptable 
identifkatioo.  such  at  ID  card  or  driver’s  license. 

CoBtsstkag  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinations  may  be  obtained  from:  Com¬ 
mandant,  Defense  Systems  Management  School.  ATTN:  Chief, 
Programs  Division.  Bldg.  202,  Ft.  Belvoir,  VA  22060 

Record  source  catcgorict:  Data  it  obtained  from  the  individual, 
from  official  personnel  folders  (201  Filet),  from  SF  171  and  from 
supervisory  officials. 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
DSMS-02 

System  name:  DSMS  Student  Fdes 

System  location:  Office  of  the  Registrar.  Defense  Systems 
Management  School,  Bldg.  202,  Ft.  Belvoir.  VA  22060 

Categories  .of  indhridBab  covered  by  the  system:  All  current, 
former  and  nominated  students  of  the  Defense  Systems  Manage¬ 
ment  School  (DSMS). 

Categories  of  records  in  the  system:  Data  includes  name,  depen¬ 
dent  data,  SSAN,  career  brief  application  form,  security  clearance, 
college  transcripts,  correspondence,  DSMS  grades,  instructor  and 
advisor  evaluations,  education  reports,  official  orders,  current  ad¬ 
dress,  and  individual’s  photograph. 

Authority  for  maintenance  of  the  system:  10  USC  136  and  DOD 
Directive  5l(i0.55,  subject:  Defense  Systems  Management  School. 

Routine  uses  of  records  maintained  far  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  The  purpose  of  the  file  is 
to  provide  for  the  adminutration  of  and  a  record  of  academic  per¬ 
formance  of  current,  former  and  nominated  students. 

Used  by  school  offkiab  to  verify  attendatKC  and  grades;  to 
select  instructors;  to  make  decisions  to  admit  students  to  programs 
and  to  release  students  from  programs;  to  serve  as  basis  for  studies 
to  determine  improved  criteria  for  selecting  students;  to  develop 
statutics  retotmg  to  duty  aisignments  and  qualifications. 

Preparation  by  the  Registrar  of  locator  directories  of  current  and 
former  students  which  are  disseminated  to  students,  former  stu¬ 
dents  and  other  appropriate  individuals  and  agencies  for  purpose  of 
administration. 

Preparation  by  school  officials  of  student  biographical  booklets, 
student  rosters,  and  press  releases  of  student  graduations. 


FEDERAL  REGISTER.  VOL.  42,  NO.  I  WEDNESDAY,  SEPTEMRER  2t,  1977 


DEPARTMENT  OF  DEFENSE 


5077S 


Information  contained  may  be  railed  to  any  afency  of  the  De¬ 
partment  of  Defenae  having  an  official  requirement  for  the  informa¬ 
tion. 

Records  may  be  diacloaed  to  law  enforcement  or  investigatory 
authorities  for  investigationt  and  possible  criminal  prosecution, 
civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  ncceasiag,  retaining, 
and  disposing  of  records  te  the  sysicni: 

Storage:  Paper  records  in  file  folders. 

Retricvabillty:  Files  are  sequenced  alphabetically  by  last  name  by 
class  and  course  Locator  cards  are  filed  alphabetically  in  two 
categories  active  students  (by  course)  and  former  students. 

Safeguards:  Records  are  maintained  in  locked  cabinets,  in  an  area 
accessible  only  to  authonzed  personnel.  Building  is  locked  during 
non-buSiness  hours 

Only  individuals  designated  as  having  a  need  for  access  to  files 
by  the  System  Manager  are  authorized  access  to  information  in  the 
files 

Reteatioa  and  disposal:  Permanent 

System  managerfs)  and  address:  Registrar.  Defense  Systems 
Management  School,  Bldg.  202.  Ft.  Belvoir,  VA  22060 
Notificatloa  procedure:  Information  can  be  obtained  from 
SYSMANAOER,  Telephone:  Area  Code  703/664-3220 
Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant.  Defense  Systems  Management  School, 
ATTN  Chief,  Programs  Division,  Bldg.  202,  Ft.  Belvoir.  VA  22060 
Written  requests  for  information  should  contain  the  full  name, 
current  address  and  telephone  number,  and  course  and  class  of  in¬ 
dividual. 

For  personal  visits,  the  individual  must  provide  acceptable 
identification,  such  as  ID  card  or  driver's  license. 

Contesting  record  procedures:  The  rukt  for  contesting  and  ap¬ 
pealing  initi^  determinations  may  be  obtained  from:  Commandant, 
Defense  Systems  Management  ^hool,  ATTN:  Chief,  Plans  Divi¬ 
sion,  Bldg.  202,  Ft.  Belvoir.VA  22060 
Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual,  supervisors,  employers,  instructors,  advisors,  examina¬ 
tions,  and  official  military  records. 

Systems  exempted  from  certain  provisions  of  the  net:  NONE. 

DSMS-03 

System  name:  DSMS  Track  Record  System 
System  location:  Primary  Location  -  Computer  Sciences  Corpora¬ 
tion,  Information  Network  Division,  650  North  Sepulveda  Blvd,  El 
Segundo,  CA  90245 

Hard  copy  back-up  files  and  punched  card  back-up  files  located 
in  Computer  Systems  and  Simulation  Department,  Defense  Systems 
Management  School,  Bldg.  202,  Ft.  Belvoir,  VA  22060 
Categories  of  Individuals  covered  ^  the  system:  All  current  and 
former  students  of  the  Defense  Systems  Management  School 
(DSMS) 

Categories  of  records  In  the  system:  Files  contain  name,  SSAN, 
marital  status,  sex.  date  of  birth,  nickname,  professional  society 
membership,  spouse's. name,  children's  names,  accompanied  status, 
years  of  service,  promotion  history,  job  or  assignment  history,  cur¬ 
rent  years  of  service,  promotion  history,  job  or  assignment  history, 
current  assignment  c^e,  military  or  civilian  occupational  code, 
DSMS  assignment  status,  security  clearance,  current  business 
telephone  numbers,  retirement  status,  educational  history,  class  at 
DSMS,  CPA,  functional  course  grades,  graduation  status,  in¬ 
dividual  survey  responses,  awards  a^  recognition. 

Authority  for  maintenance  of  the  system:  K)  USC  136  and  DOD 
Directive  5160.55,  Subject;  Defense  Systems  Management  School 
Routine  nses  of  records  mnlntnlncd  in  the  system,  tacinding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  nses:  The  purposes  of  the 
system  are  to  assemble  career  information  on  current  and  former 
students  of  DSMS  in  order  to  provide  data  to  enable  DSMS  to 
monitor  utilization  of  former  students;  to  enable  DSMS  to  perform 
research  to  assist  in  refinement  of  student  selection  criteria;  to  pro¬ 
vide  a  data  base  to  research  for  the  improvement  of  program 
management,  to  provide  a  system  for  generating  student  trans¬ 
cripts.  and  to  provide  a  data  base  for  the  DSMS  Mailing  List 
System,  student  and  graduate  registers. 

The  Defense  Systems  Management  School  ^  used  in  assessing  in¬ 
coming  student  experience  and  educational  levels;  to  produce  stu¬ 


dent  registers;  to  monitor  utilization  of  former  students  by  DOO 
Components;  to  verify  and  consolidate  measures  of  student  per¬ 
formance,  to  produce  student  transcripts  which  may  be  required  by 
former  students  in  her/his  later  educational  process;  to  perform 
research  into  the  success  of  former  students;  to  provide  input  into 
the  DSMS  Mailing  List  System  in  order  to  mail  surveys,  newslet¬ 
ters  and  other  items  of  interest  to  former  students  including  gradu¬ 
ate  registers;  to  perform  research  to  improve  program  management. 

Computer  Sciences  Corporation  -  mounts  tapes  and  disc  packs 
which  contain  files  and  operates  the  system;  does  not  maintain  tho 
system.  ‘ 

Individual  records  in  a  system  of  records  might  be  transferred  to 
any  component  of  the  Department  of  Defense  (except  GPA,  func¬ 
tional  course  grades  and  individual  survey  responses). 

Individual  records  of  civilian  industry  students  or  former  stu¬ 
dents  might  be  transferred  to  the  corporation  sponsoring  the  in¬ 
dividual  (except  GPA,  functional  course  grades  and  individual  sur¬ 
vey  responses). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dteposing  of  records  in  the  system: 

Storage:  Primary  file  is  magnetic  disc. 

Back-up  files  are  magnetic  computer  tape  and  punched  cards. 

Hard  copy  back-up  files  are  paper  records  in  file  folders. 

Retrlevability:  Files  are  sequenced  by  Social  Security  Account 
Number 

Safeguards:  Primary  location  is  a  controlled  access  area. 

Operator  personnel  are  screened  and  cleared  in  accordance  with 
Government  Services  Administration  contract  procedures. 

Access  to  magnetic  disc  and  computer  tapes  requires  computer 
phone  number,  user  ID,  password  and  project  code  which  are  only 
accessible  to  personnel  authorized  by  the  System  Manager. 

Back-up  file  storage  is  in  a  building  which  is  locked  during  non¬ 
business  hours  and  is  located  on  a  military  installation. 

Only  individuals  designated  as  having  a  need  for  access  to  files 
by  the  Systems  Manager  are  authorized  access  to  information  in 
the  files. 

Reteatioa  and  disposal:  Records  are  permanent. 

System  maaageris)  and  address:  Director,  Department  of  Plans 
and  Programs.  Defense  Systems  Management  School,  Bldg.  202, 
Ft.  Belvoir,  VA  22060 

Notificatloa  procedure:  Information  may  be  obtained  from 
SYSMANAGER,  Telephone:  Area  Code  703/664-2017. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant,  Defense  Systems  Management  School, 
ATTN:  Chief,  Programs  Division,  Bldg.  202,  Ft.  Belvoir,  VA  22060. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  SSAN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  must  contact  the  Chief,  Pro¬ 
grams  Division,  Department  of  Plans  and  Programs,  Bldg.  202,  Ft. 
Belvoir,  VA  22060  and  provide  acceptable  identification,  such  as, 
military  or  other  ID  card,  driver's  license. 

Contesting  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinations  may  be  obtained  from:  Com¬ 
mandant,  Defense  Systems  Management  School,  ATTN:  Chief, 
Programs  Division,  Bldg.  202,  Ft.  Belvoir.  VA  220M. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual.  employer,  staff  and  faculty  of  DSMS,  each  DOD  Com¬ 
ponent  and  the  U.  S.  Civil  Service  Commission  (including  their  au¬ 
tomated  personnel  systems). 

Systems  exempted  from  certain  provisioas  of  the  act:  None 
DSMS-04 

System  name:  DSMS  Academic  Analysis  System 

System  locatloa:  Primary  Location-Office  of  the  Commandant, 
Defense  Systems  Management  School  (DSMS),  Fort  Belvoir,  VA 
22060 

Back-up  Data  FUe-Dept  of  Computer  Systems  and  Simulation, 
Defense  Systems  Management  School.  Fort  Belvoir,  VA  22060 

Categories  of  ladlvidHals  eovered  by  the  system:  All  current  and 
former  Program  Management  Course  (PMC)  students  and  partici¬ 
pants  in  DSMS  Cooperative  Graduate  Programs. 

Categories  of  records  la  the  system:  File  contains  individual’s 
name,  SSAN,  sex,  date  of  birth,  service  affiliation,  affiliation 
status,  years  of  service,  promotion  history,  job  or  assignment  histo¬ 
ry,  current  assignment  code,  military  or  civilian  occupation  code, 
educational  history,  class  at  DSMS,  DSMS  class  standing,  DSMS 
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grade  point  average.  DSMS  functiotial  course  grades,  gniadnatioa 
status,  pre  and  post  test  scores,  Mflier  Analogies  Test  scores.  Grad¬ 
uate  Record  Exam  scores,  individual  survey  responses,  and  course 
enrollment  data  and  course  grades  in  DSMS  Cooperative  Graduate 
Programs. 

AatkorMy  tor  maiulcuBcc  ol  tkc  system:  10  USC  136  and  DOD 
Directive  S160.SS,  Subject:  Defense  Systems  Management  School. 

RoutfaM  uses  ol  records  maintaiMd  M  the  system,  iacludiag  catego- 
rim  of  peers  and  the  parpeeee  of  each  uses:  The  purposes  of  this 
system  arc:  To  provide  a  research  data  base  for  improvement  of 
the  PMC  academic  program  and  its  integratioa  with  DSMS 
Cooperative  Graduate  Programs,  to  provide  a  research  data  bate 
for  evaluating  the  quality  and  performance  of  current  and  former 
PMC  students  as  weD  as  DSMS  Cooperative  Graduate  Progiw 
partkipantt,  and  to  facilitate  administration  of  DSMS  Cooperative 
Graduate  Programs. 

DSMS  Officials  designated  by  the  Commandant-Used  to  deter¬ 
mine  areas  for  improvement  of  the  PMC  acadcask  program  and  its 
integration  with  DSMS  Cooperative  Graduate  Pn^rams;  used  to 
evaluate  the  quality  and  performance  of  current  and  former  PMC 
students  as  wcU  as  partkipants  in  DSMS  Cooperative  Graduate 
Programs;  used  to  administer  DSMS  Cooperative  Graduate  Pro¬ 
grams;  used  for  monitoring  partkipation  in  DSMS  Cooperative 
Graduate  Programs  and  for  counsehng  PMC  students  regarding  par¬ 
tkipation;  used  to  furnish  DSMS  Cooperative  Graudate  Program 
enrollment  data  for  PMC  student  academk  evaluation  reports. 

Palldm  and  praetkm  far  staring,  rstriavlng,  acccaring,  retaining, 
and  disposiag  al  records  la  the  system: 

Storage:  Primary  file  n  paper  records  in  file  folders. 

Back-up  data  file  is  punched  cards. 

RctrlcvaUUty:  Filed  by  class  alplubetkally  by  last  name  of  PMC 
student  and  partkipant  in  Cooperative  Graduate  Programs. 

Safeguards:  Primary  file  is  in  a  locked  cabinet. 

Back-up  data  file  it  in  a  building  whkh  is  locked  during  non-busi- 
nest  hours  and  is  located  on  a  military  installation. 

Only  individuals  designated  as  having  a  need  for  access  to  files 
by  the  Systems  Manager  are  authorized  access  to  information  in 
the  foes. 

Retention  and  disposal:  Records  are  permanent. 

System  maaagerfs)  aad  addrem:  Commandant,  Defense  Systems 
Management  School,  Bldg.  202,  Fort  Belvoir,  VA  22060. 

Notification  procedure:  Information  'may  be  obtained  from 
SYSMANAGER,  Telephone:  Area  Code  703/664-2017. 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant,  Defense  Systems  Management  School, 
ATTN:  Chkf.  Programs  Division,  BMg.  202,  Fort  Belvoir,  VA 
22060 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  SSAN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  must  contact  the  Chief,  Pro¬ 
grams  Division,  Department  of  Plans  and  Programs,  Bldg.  202,  Fort 
Belvoir.  VA  22060  and  provide  some  acceptable  identifkation,  such 
as  military  or  other  identifkation  card,  driver’s  license. 

Contesting  record  procedures:  The  rules  for  contesting  contents 
aiKl  appealing  initial  determination  may  be  obtained  from:  Com¬ 
mandant,  Defense  Systems  Management  School,  ATTN:  Chief, 
Programs  Division.  Bldg.  202,  Fort  Belvoir,  VA  22060 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual,  staff  and  faculty  of  DSMS.  each  DOD  Component  and 
the  U.  S.  Civil  Servke  Commission  (including  their  automated  per¬ 
sonnel  systems),  educational  institutions  and  testing  servkes. 

Systems  exempted  from  certain  provbioas  of  the  act:  None 
DSMS-65 

System  name:  Biographkal  Record  System 

System  location:  Program  Manager  Biographies-Department  of 
Plans  and  Programs,  Defense  Systems  Management  School. 

Board  of  Visitor  biographies.  Department  of  Plans  and  Pro¬ 
grams.  Defense  Systems  Management  School. 

Program  Management  Course  Guest  Lecturer  Biographies-De¬ 
partment  of  Intermediate  Management  Courses.  Defense  Systems 
Management  School. 

Executive  Course  Guest  Lecturer  Biographies-Department  of  Ex¬ 
ecutive  Management  Courses,  Defense  Systems  Management 
School. 


Categories  of  lodlvMoali  covered  by  the  ay  item:  Key  govenaental 
offkials. 

Guest  Lecturers  at  the  Defense  Systems  Management  School. 

Present  and  past  members  of  the  Board  of  Visitors  and  Polky 
Guidance  Council. 

Categories  of  records  In  the  system:  Filet  contain  official  bio- 
graphk  data,  such  as;  individual’s  position,  title,  current  business 
affiliation,  record  of  past  experience  and  education,  awards  and 
honors,  memberships,  addresses,  phone  numbers,  photographs,  etc. 

Authority  lor  maintenance  of  the  system:  10  USC  136  and  DOD 
Directive  3160.SS.  Subject:  Defense  Systems  Management  School. 

Routine  uses  of  records  maiatained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  noss:  Purpose  is  to  provide  in¬ 
formation  for  selection  and  iatroductioo  of  guest  lecturers  and  to 
perform  research. 

Department  of  Plans  and  Programs-To  develop  statistkal  data  on 
Department  of  Defense  Program  Management  Offices;  to  present 
data  to  Polky  Guidance  Council  to  determine  worthiness  of 
nominees  to  serve  on  Board  of  Visitors. 

Depaitmeat  of  Intermediate  Management  Courses-To  provide  the 
credentials  of  guest  lecturer  to  the  students  prior  to  the  presenta¬ 
tion. 

Depa^ent  of  Executive  Management  Courses-To  present  the 
credentials  of  guest  lecturer  to  the  students  prior  to  the  presenta¬ 
tion. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disporing  of  records  In  the  system: 

Storage:  Paper  records  in  file  folders. 

Retricvability:  FQed  alphabetkally  by  last  names,  except  program 
mana^/deputy  program  manager  files  whkh  are  filed  by  organiza¬ 
tion  titles. 

Safeguards:  Records  are  maintained  in  areas  accessible  only  to 
authorized  personneL 

Retention  and  dlsposnl:  Permanent 

System  maaagerfs)  aad  address:  Director,  Department  of  Plans 
and  Programs,  Defense  Systems  Management  School.  Fort  Belvoir, 
VA  22060. 

NotWcatloa  procedure:  Information  may  be  obtained  from 
SYSMANAGER,  Telephone:  Area  Code  703/664-2017. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant,  Defense  Systems  Management  School, 
ATTN:  Chief,  Programs  Division,  Bldg.  202,  Ft.  Belvoir,  VA  22060. 

Written  requests  for  information  should  contain  fuO  name  of  the 
individual,  current  position  and  affiliation. 

Visits  are  limited  to  the  departments  at  the  school  where  the  in¬ 
formation  is  filed.  For  perso^  visits,  the  individual  must  provide 
acceptable  identifkation. 

Contesting  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinations  may  be  obtained  from:  Com¬ 
mandant,  Defense  Systems  Management  School,  ATTN:  Chief, 
Programs  Division,  Bldg.  202,  Ft.  Belvoir,  VA  220M. 

Record  source  categories:  Key  offkial  data  from  offkial  Govern¬ 
mental  files. 

Board  of  Visitors  nominee  data  from  Policy  Guidance  Council  ' 
members,  present  Board  of  Visitors  members,  DSMS  Commandant 
and  ’Who’s  Who.* 

Guest  Lecturer  data  from  guest  lecturers  themselves,  from  their 
offices,  or  from  Agency  Public  Affairs  Offkes. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
DSMS-66 

System  name:  DSMS  Mailing  List 

System  locatloa:  Primary  location-Computer  Sciences  Corpora¬ 
tion,  Informatioo  Network  Divisioo,  6S0  North  Sepulveda  Blvd.,  El 
Segundo,  CA  9024S 

Hard  copy  back-up  files  and  punched  card  back-up  files  located 
in  Computer  Systems  and  Simulation  Department.  Defense  Systems 
Management  School,  Building  202,  Fort  Belvoir,  VA  22060 

Categories  of  iadividnals  covered  by  the  system:  All  former  stu¬ 
dents  of  the  Defense  Systems  Management  School  (DSMS);  mem¬ 
bers  of  the  DSMS  Polky  Guidance  Council  and  Board  of  Visitors; 
program  manaagers  associated  with  defense  systems  acquisition 
programs;  key  acquisition  managers  throughout  DOD;  former  staff 
and  faculty  mem^rs  of  die  DSMS  and  faidividnals  desiring  to  be 
included  in  the  system. 


FEDEIAL  REGISTER,  VOl.  42,  NO  188— WEDNESDAY,  SERTEMBER  28,  1977 


DEPARTMENT  OF  DEFENSE 


50781 


Catctortn  •!  records  ta  tkc  systMi:  File  contains  Name.  SSAN, 
Class  at  DSMS.  job  code,  mailing  address,  rank  or  grade,  position 
and  professional  title  and  affiliation. 

Authority  for  maintenance  of  the  system:  10  USC  136  and  DOD 
Directive  S160.SS,  Subject;  Defense  Systems  Management  School. 

Rootine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the 
system  is  to  provide  a  mailing  list  for  distribution  of  newsletters, 
surveys,  graduate  registers  and  other  information  relating  to 
acquisition  management  which  is  of  interest  to  ftidividuals  included 
in  the  system. 

DSMS  -  Use  to  disseminate  newsletters,  surveys,  graduate  re¬ 
gisters  and  other  information  relating  to  acquisition  management 
which  is  of  interest  to  individuals  on  the  DSMS  mailing  list;  to 
prepare  registers  of  former  graduates;  to  prepare  lists  of  DOD  Pro¬ 
gram  Managers. 

Computer  Science  Corporation  -  Mounts  tapes  and  disc  packs 
which  contain  files  and  operates  the  system;  does  not  maintain  the 
system. 

Any  individual  records  in  a  system  of  records  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  or  other 
Government  Agency. 

Pollctcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Primary  file  is  magnetic  disc. 

Back-up  files  are  magnetic  computer  tape  and  punched  cards. 

Hard  copy  back-up  files  are  paper  records  in  file  folders. 

RetiievabilHy:  Files  are  retrievable  by  name,  SSAN,  class,  job 
code  and  zip  code. 

Safeguards:  Primary  location  is  a  controlled  access  area. 

Operator  personnel  are  screened  and  cleared  in  accordance  with 
Government  Services  Administration  contract  procedures. 

Access  to  magnetic  disc  and  computer  tapes  requires  computer 
phone  number,  user  ID.  password  and  project  code  which  are  only 
accessible  to  personnel  authorized  by  the  System  Manager. 

Back-up  file  storage  is  in  a  building  which  is  locked  during  non- 
business  hours  and  is  located  on  a  military  installation. 

Only  individuals  designated  as  having  a  need  for  access  to  files 
by  the  Systems  Manager  are  authorized  access  to  information  in 
t^  fQes. 

Rctcnthm  and  disposal:  Records  are  permanent. 

System  manageiti)  and  addrem:  Director,  Department  of  Plans 
and  Programs,  D^ense  Systems  Management  &hool.  Bldg.  202, 
Rt.  Bdvoir,  VA  22060. 

NatHkatlan  procedure:  Informatioa  may  be  obtained  from 
SYSMANAGER,  Telephone:  Area  Code  703/664-2017. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Commandant,  Defense  Systems  Management  School, 
ATTN;  Chief,  Programs  Division,  BMg.  202,  Ft.  BeKoir,  VA  22060. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual.  SSAN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  must  contact  the  Chief,  Pro¬ 
grams  Division.  Department  of  Plans  and  Programs,  Bldg.  202,  Ft. 
Belvoir,  VA  22060  and  provide  acceptable  identification,  such  as, 
miUtary  or  other  ID  card,  drivers  license. 

Coatesting  record  procedures:  The  rules  for  contesting  contents 
and  appealing  initial  determinatioos  may  be  obtamed  from:  Com¬ 
mandant,  Defense  Systems  Management  School,  ATTN:  Chief, 
Programs  Diviaioo.  Bldg.  202,  Ft.  Belvoir,  VA  22060 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual,  employer,  staff  and  faculty  of  DSMS,  each  DtoD  Com¬ 
ponent  and  the  U.  S.  Civil  Service  Commission  (including  their  au¬ 
tomated  personnel  systems). 

Systems  esempted  from  certaia  provisioas  of  the  act:  None 
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REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  it  is  therefore  especially  important  for  expeditious  service 
when  requesting  a  record  that  particular  atteation  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  fumisb  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been 
established,  that  are  appHcable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifically  sUted  other¬ 
wise  within  a  particular  record  system.  T^se  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  m  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individoal  record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  cany  out  its  functions  indkates  a  violation  or  potenual 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  geoeral  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  •  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessary  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  •  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  eatent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency  s 
decision  on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  mainuined  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De¬ 
partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to.  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  aO  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  19^5, 
will  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A-19  at  any  sta^  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circalar. 
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PRIVACY  ACT  ISSUANCES 


ROl'TINE  USE  •  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclosed  to  foreign  law  enforcement,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  .comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  m  foreign  countries  of  Department  of  Defense 
military  and  civilian  personnel 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5.  U  S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  I'.ical  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  •  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


E  ARPA  001 

System  name:  Travel  File 

System  location:  Administrative  Services,  ARPA 

Categories  of  individuals  covered  by  the  system:  All  ARPA  em¬ 
ployees  military  and  civilian  who  make  one  or  more  TDY  trips  for 
ARPA.  Selected  government  employees  who  visit  ARPA  on  official 
business  at  ARPA  expense  and  certain  nongovernment  personnel 
traveling  on  Invitational  Travel  Orders  for  ARPA. 

Categories  of  records  in  the  system:  Traveler's  name,  order 
number,  orUer  date,  office,  days  authorized,  travel  date,  estimated 
cost,  remarks,  origin,  date  travel  voucher  submitted  to  Finance, 
date  returned  from  Finance,  total  cost,  destination,  estimated  miles 
(rental  car),  actual  miles  (rental  car),  car  cost,  government  trans¬ 
portation  request  (GTR),  GTR  date,  and  airlines  ticket  costs. 

Authority  for  maintenance  of  the  system:  5  USC  301;  Department 
of  Defense  Directive  No.  5105.41,  dated  March  23.  1972,  establish¬ 
ing  ARPA  as  a  separate  Agency  of  the  Department  of  Defense 
under  the  direction,  authority,  and  control  of  the  Secretary  of 
Defense. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Primarily  for  internal 
management  administrative,  and  budgetary  needs.  Director  and 
Deputy  Director,  ARPA  Staff  Assistants,  all  Project  Officers,  and 
Personnel  A  Administrative  Officers.  Provides  daily,  weekly  and 
monthly  status  reports  to  top  management  and  all  Project  Directors 
concerning  status  of  travel  funds,  locations  of  travel,  frequency  of 
travel,  per  diem  costs,  transportation  costs,  number  of  days  in 
travel,  and  various  other  matters  regarding  travel  of  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  paper  print  outs,  paper  records  and  cor¬ 
respondence  in  file  folders,  also,  magnetic  disk. 

Rctrievability:  Accessed  by  last  name,  by  office,  or  by  any  of  the 
data  fields  listed  in  Record  Category. 


Safeguards:  Paper  copies  are  maintained  in  areas  accessible  only 
to  authorized  personnel.  Building  employes  security  guards.  File  ac¬ 
cess  it  available  to  authorized  personnel  who  have  been  assigned 
system  pats  words. 

Rctentioo  and  disposal:  Paper  files  will  be  destroyed  by  burning 
or  pulping  after  audit  or  3  years  whichever  occurs  first.  There  are 
no  plans  to  retire  or  destroy  ADP  files. 

System  maaager(s)  and  address:  Director  Administrative  Services, 
ARPA.  1400  WUson  Blvd..  Arlington,  Va.  22209 

NotificatioB  procedure:  Information  may  be  obtained  from 
Director.  Administrative  Services 
Room  605,  Architect  Bldg 
1400  WUson  Blvd 
ArUngton,  VA  22209 
Telephone:  Area  Code  202  -  694-3998 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Director.  Administrative  Services.  ARPA.  1400  WU¬ 
son  Blvd.,  Arlington,  VA  22209. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  the  period  for  which  the  information  is  required  and 
specific  categories  of  information  required. 

For  personal  visits,  the  individual  should  be  able  to  provide  DoD 
Identification  Card. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  .determina¬ 
tion  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  ARPA  Special  Orders  (TDY.  Invita¬ 
tional,  PCS.  etc.,)  Travel  Vouchers  as  submitted  by  travellers  and 
as  returned  by  the  local  finance  offices. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
E  ARPA  002 

System  name:  Biographical  Sketch 

System  location:  Administrative  Office,  ARPA 

Categories  of  individuals  covered  by  the  system:  AU  ARPA  current 
employees,  military  and  civilian. 

Categories  of  records  in  the  system:  Biographical  sketch  contains 
name,  place  of  birth.  DoB,  home  address,  home  phone;  SCD, 
ARPA  reporting  date,  ARPA  project  office,  room  no.,  office 
phone,  position  title  and  grade;  experience;  education,  degree/year 
and  field;  membership  in  professional  societies/committees;  awards 
or  special  achievements;  professional  or  technical  papers  published, 
including  dates;  future  training  desired;  spouse's  name;  names  and 
ages  of  children;  hobbies;  remarks.  Additional  data  for  military  per¬ 
sonnel  includes  temporary  rank/  grade,  permanent  rank/grade; 
professional  training  received  within  past  three  years,  current 
thoughts  regarding  future  service  assignments. 

Authority  for  maintenance  of  the  system:  5USC301;  DoD  Directive 
No.  5105.41,  dated  March  23,  1972,  establishing  ARPA  as  a 
separate  agency  of  the  DoD  under  the  direction,  authority  and  con¬ 
trol  of  the  Secretary  of  Defense. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  update  management 
with  a  concise  sketch  of  ARPA  emplyees,  when  needed  for  award 
ceremonies  or  interviews. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Biographical  sketches  are  in  employee’s  file  folder. 

RetrievabtlHy:  Accessed  by  last  name 

Safeguards:  Combination  locked  fOe  cabinets.  Material  is  main¬ 
tained  in  areas  accessible  only  to  authorized  personnel.  Building 
employs  security  guards. 

Retention  and  disposal:  Records  are  maintained  while  employee  is 
with  ARPA;  records  are  destroyed  by  burning  2  years  after  em¬ 
ployee  has  left  ARPA. 

System  manager(s)  and  address:  Administrative  Officer,  ARPA. 
1400  Wilson  Blvd.,  Arlington,  VA  22209 

Notifkatioa  procedure:  Information  may  be  obtained  from 
Administrative  Officer,  ARPA 
Room  827 
1400  Wilson  Blvd. 

Arlington.  VA  22209 

Telephone:  Area  Code  202  -  694-3236 
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Record  acccu  procedorct:  Requests  from  individuals  should  be 
addressed  to:  Administrative  Office,  ARPA,  1400  Wilson  Blvd., 
Arlington.  VA  22209 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  his  project  office,  and  period  employed  in  ARPA. 

For  personal  visits,  the  individual  first  needs  to  identify  himself 
as  an  ARPA  employee 

Contesting  record  procedures:  ARPA's  rules  for  access  to  records 
and  for  contesting  contents  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Administrative 
Officer,  ARPA. 

Record  source  categories:  Information  is  provided  by  individuals 
concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
E  ARPA  003 

System  name:  ARPA  Basic  File 

System  location:  Defense  Advanced  Research  Projects  Agency. 
1400  WUson  Blvd.,  ArUngton,  VA  22209 

Categories  of  individuals  covered  by  the  system:  Individuals 
specified  in  a  contractor’s  technical  report  or  contract  as  being 
principal  investigator  for  the  tasks  performed  for  ARPA. 

Categories  of  records  in  the  system:  File  contains  funding,  con¬ 
tractual  and  reporting  history  for  all  ARPA  contractors. 

Antkortty  for  maintenance  of  the  system:  5USC30I;  DoD  Directive 
No.  SI03.4I,  dated  March  23,  1972,  establishing  ARPA  as  a 
separate  agency  of  the  DoD  under  the  direction,  authority  and  con¬ 
trol  of  the  Secretary  of  Defense. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  ot  users  and  the  purposes  of  such  uses:  ARPA  staff  and  selected 
ARPA  contracting  agents  •  to  obtain  funding,  contractual  and  re¬ 
porting  status  of  ARPA  contractors;  to  determine  funding  require¬ 
ments  and  identify  contracts  in  need  of  renewal;  to  determine  con¬ 
tractor's  responsiveness  to  reporting  requirements. 

Polidea  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Computer  magnetic  disks 

Rctricvahllity:  Accessed  by  name  of  contractor,  contract  number 
or  word  search.  Index  of  field  names  is  required  for  retrieval. 

Safeguards:  File  access  is  available  only  to  authorized  ARPA  per¬ 
sonnel  and  selected  ARPA  contracting  agents  who  have  been  as¬ 
signed  system  passwords.  Passwords  are  created  as  random 
character  strings  generated  by  a  special  computer  program.  The 
disks  are  stored  in  an  area  accessible  only  to  authorized  personnel. 
Building  employs  security  guards. 

Retention  and  disposal:  Records  are  permanent.  They  are  retained 
in  active  status  until  the  end  of  the  fiscal  year  in  which  contract  ex¬ 
pires.  They  are  then  designated  as  completed  work  but  remain  on 
the  working  disk. 

System  managerfs)  and  address:  Director,  Program  Management, 
ARPA,  1400  Wilson  Blvd.,  Arlington.  VA  22209 

Notificatioa  procedure:  Information  may  be  obtained  from; 
Director,  Program  Management 
Room  813 
Architect  Bldg. 

1400  Wilson  Blvd. 

Arlington.  Va.  22209 

Telephone:  Area  Code  202  -  694-1440 

Record  access  procedures:  Request  from  individuals  should  be  ad¬ 
dressed  to;  Director,  Program  Management,  ARPA,  1400  Wilson 
Blvd.,  Arlington,  VA  22209 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  and  the  cqmpany  associated  with  currently  or  previ¬ 
ously. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  idenufication,  such  as  driver’s  hcense,  credit  card,  or 
employing  company’s  identificatioo  card. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  to 
records  and  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  SYSMANAGER. 

Rocofd  source  categories:  ARPA  Orders  and  related  summary 
sheets;  contracts  and  contract  modification  documents;  contractors* 
technical  reports;  Letters  of  Acceptance  of  ARPA  Orders  and 
ARPA  Monthly  Financial  Reports  (Form  DD  1058);  from  ARPA 
Contracting  agents;  change  sheets  submitted  by  ARPA  R’ogram 
Management  Officers. 


Systems  exempted  from  certain  provisioat  of  the  act:  NONE 
E ARPA  Md 

Systens  name:  ARPA  Personnel 

Sysum  location:  Defense  Advanced  Research  Projects  Agency, 
1400  Wilson  Blvd.,  Arlington,  VA  22209 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  ARPA  employees,  civilian  and  military,  consultants  and 
part-time  employees. 

Categories  of  records  in  the  system:  File  contains  individuals  Bio 
Data;  Name,  Prename,  DOB,  Age,  Education;  Classif  Data  Job 
Series.  Jot  Title,  Pos  Des  Nr  ,  Salary.  Grade  Data;  Grade  Type, 
Grade,  Step.  ARPA  Promotion,  Last  WGI.  Next  WGI,  Civ  Set 
DaU:  SCD,  Yrs.  Govt,  ARPA  Data:  Project,  Civilian-Military- 
Profcssional-Support.  Proj.  No.,  EOD  ARPA,  Left  ARPA,  Yrs. 
ARPA;  Mil.  Data:  Rank,  Service,  Reassgn  Due,  Slot  Rank.  ARPA 
Award.  Date  of  Rank.  Pos  Des;  Review  Data:  Clearance.  Current 
office  assignment  data,  Liability  for  Retirement;  Remarks,  Mailing 
Data:  Title,  Name,  Spouse  Name,  Street.  City,  State,  Zip,  Home 
Phone;  Office  Data:  Name.  Office  Phone,  Room.  Div. 

Authority  for  maintenance  of  the  system:  SUSC  301;  Department 
of  Defense  Directive  No.  5105.41,  dated  March  23,  19^.  establish¬ 
ing  ARPA  as  a  separate  Agency  of  the  Department  of  Defense 
under  the  direction,  authority,  and  control  of  the  Secretary  of 
Defense. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Mainly  for  internal 
managerial  and  administrative  needs.  Director  and  Deputy  Director, 
ARPA,  Administrative  Officer,  Staff  Assistant,  Administrative  Of¬ 
fice,  and  Systems  analysts  have  access  to  complete  file.  Informa¬ 
tion  in  different  combinations  is  used  for  monthly  manpower 
counts,  staffing  balance  for  civilian  vs.  military,  professional  vs. 
clerical;  grade  and  salary  count.  Individual  organizational  configura¬ 
tion  only  is  available  to  appropriate  Office  Director  for  their 
manager^  needs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  disk,  computer  paper  print  outs,  paper  records 
and  correspondence  in  file  folders. 

Rctrievahilhy:  Data  is  retrievable  by  last  name  as  well  as  by  any 
of  the  data  fields  listed  in  RECORD  CATEGORY 

Safeguards:  Access  to  total  ffle  limited  by  password;  building  em¬ 
ploys  security  guards.  Files  are  maintained  in  combination  l^ked 
files  and  in  areas  accessible  only  to  authorized  personnel  that  are 
properly  screened  and  trained. 

Retention  and  disposal:  Files  are  permanent.  There  are  no  plans 
to  retire  or  destroy  ADP  files.  Paper  fUes  are  destroyed  by  burning 
2  years  after  employee  has  left  ARPA. 

System  maaager(s)  and  address:  Administrative  Officer,  ARPA, 
1400  Wilson  Blvd.,  ArUngton,  VA  22209 

Notification  procedure:  Information  may  be  obtained  from: 
Administrative  Officer 
Room  827 
Architect  Bldg. 

1400  Wilson  Blvd. 

ArUngton,  VA  22209 

Telephone:  Area  Code  202  -  694-3236 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to;  Administrative  Officer,  ARPA,  1400  Wilson  Blvd., 
Arlington,  VA  22209 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  the  ARPA  office  assigned  to  currently  or  previously, 
and  the  period  of  employment  with  ARPA. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  ARPA  pass,  DoD  pass,  or  verbal 
information  that  could  be  verified  in  his  fOe. 

Contesting  record  procedures:  ARPA’s  rules  for  access  to  records 
and  for  contesting  contents  and  appeaUng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Administrative 
Officer,  ARPA. 

Record  source  categories:  Information  is  gathered  from  SF  171, 
SF  50,  DD  2515,  Optional  Form  8,  OSD  Mihtary  staffing  plan  and 
roster,  miUtary  award  forms. 

Systems  exempted  from  certatai  provisions  of  the  act:  NONE 
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PRIVACY  ACT  ISSUANCES 


UNITED  STATES  AIR  FORCE 


HOW  SYSTEMS  OF  RECORDS  ARE  ARRANGED.  In  the  Air 
Force,  records  are  grouped  by  subject  series.  Each  series  has 
records  about  a  spectfk  activity  or  function  to  which  a  subject  title 
and  number  is  given.  Systems  of  records  are  grouped  in  the  same 
way.  For  example,  a  system  of  records  on  personnel  security 
clearances  may  be  found  in  ‘Security  •  205‘  and  one  about 
psychiatry  in  ‘Medical  Service  -  160‘.  These  numbers  are  part  of 
the  system  identification  (ID)  which  precede  the  notices  in  the 
Fedend  Register.  They  look  like  this;  F20505  SPI  A;  FI6001  SGPC 
A.  The  letter  F  means  Air  Force.  The  first  three  digits  (205  and 
160)  show  that  the  records  pertain  to  Security  and  the  Medical  Ser¬ 
vice  respectively;  and  the  last  two  are  a  further  breakdown  of  that 
series.  The  letters  that  follow  these  numbers  are  internal  manage¬ 
ment  accounting  devices  only.  Other  systems  of  records  which 
differ  from  these  examples  but  have  similar  documents  may  also  be 
found  in  the  same  series. 

HOW  TO  USE  THE  INDEX  GUIDE.  The  systems  of  records 
maintained  by  the  Air  Force  are  contained  within  the  subject  series 
that  are  Usted  below.  This  list  identifies  each  series  in  the  order  in 
which  it  appears  in  this  issuance.  Use  the  list  to  identify  subject 
areas  of  interest.  Having  done  so,  use  the  series  number  (for  exam¬ 
ple:  205  for  Security)  to  locate  the  systems  of  records  grouping  in 
which  you  are  interested. 

SUBJECT  SERIES  SYSTEM 

IDENTIFICATION  SERIES 


Administrative  Communications 

010 

Administrative  Practices 

Oil 

Documentation 

012 

Organization  and  Mission  -  General 

020 

Management  Engineering 

025 

Programming 

027 

Personnel 

030 

Military  Personnel 

035 

Civilian  Personnel 

040 

Reserve  Forces 

045 

Training 

050 

Flying  Training 

051 

Schools 

053 

Flying 

060 

Equipment  Maintenance 

066 

Supply 

067 

Procurement 

070 

Transportation  and  Traffic  Managenvent 

075 

Motor  Vehicles 

077 

Research  and  Development 

080 

Audio-Visual  Systems 

095 

Communications-Electronics 

100 

Judge  Advocate  General 

no 

Military  Justice 

III 

Claims  1 1 2 

Inspector  General  1 20 

Inspection  123 

Special  Investigations  124 

Security  Police  125 

Safety  ^  127 

Housekeeping  and  Nonhousekeeping  Quarters  140 

Medical  Service  160 

Aerospace  Medicine  161 

Dental  Services  162 

Veterinary  Services  163 

Aeromedical  Evacuation  164 

Medical  Administration  168 

Automatic  Data  Processing  Systems  and  Procedures  171 

Aduiting  1 75 

Nonappropriated  Funds  176 

Accounting  and  Finance  177 

Management  Analysis  178 

Postal  and  Courier  Operations  182 

Information  190 

Intelligence  200 

Security  205 

Personal  Affairs  21 1 

Libraries  212 

Education  Services  Program  213 

Dependents*  Education  214 

Recreation  215 

Chaplain  265 

Awards,  Ceremonies,  and  Honors  900 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identi¬ 
fier.  It  is  therefore  especially  important  for  expeditious  service 
when  requesting  a  record  that  particular  attention  be  provided  to 
the  Notification  and/or  Access  Procedures  of  the  particular  record 
system  involved  so  as  to  furnish  the  required  personal  identifiers, 
or  any  other  pertinent  personal  information  as  may  be  required,  to 
locate  and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ‘routine  uses’  of  the  records  have  been 
established,  that  are  applicable  to  every  record  system  maintained 
within  the  Department  of  Defense,  unless  specifically  stated  other¬ 
wise  within  a  particular  record  system  These  additional  blanket 
routine  uses  of  the  records  are  published  below,  only  once  in  the 
interest  of  simplicity,  economy  and  to  avoid  redundancy,  before 
the  individual  record  system  notices  begin  rather  than  repeating 
them  in  every  individual  record  system. 
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ROUTINE  USE  •  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  com¬ 
ponent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate  agen¬ 
cy,  whether  federal,  state,  local  or  foreign,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  rule,  regulation 
or  order  issued  pursuant  thereto. 

ROUTINE  USE  •  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  informa¬ 
tion  or  other  pertinent  information,  such  as  current  licenses,  if 
necessan'  to  obtain  information  relevant  to  a  component  decision 
concerning  the  hiring  or  retention  of  an  employee,  the  issuance  of  a 
security  clearance,  the  letting  of  a  contract,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

ROUTINE  USE  •  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency’s 
decision  on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  made  to  a  congressional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  congressional  of¬ 
fice  made  at  the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  De- 
*  partment  of  Defense  if  necessary  and  relevant  for  the  performance 
of  a  lawful  function  such  as,  but  not  limited  to,  personnel  actions, 
personnel  security  actions  and  criminal  investigations  of  the  Com¬ 
ponent  requesting  the  record. 

ROUTINE  USE  •  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  197S, 
wiU  be  disclosed  to  the  Office  of  Management  and  Budget  in  con¬ 
nection  with  the  review  of  private  relief  legislation  as  set  forth  in 
OMB  Circular  A- 19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  •  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Com¬ 
ponent  may  be  disclosed  to  foreign  law  enforcement,  security,  in¬ 
vestigatory,  or  administrative  authorities  in  order  to  comply  with 
requirements  imposed  by,  or  to  claim  rights  conferred  in  interna¬ 
tional  agreements  and  arrangements  including  those  regulating  the 
stationing  and  status  in  foreign  countries  of  Department  of  Defense 
military  and  civilian  personnel. 

ROUTINE  USE  •  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  3,  U.S.Code,  Sections  5316,  3317,  3320,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  em¬ 
ployee  or  military  member  is  or  was  subject  to  tax  regardless  of 
whether  tax  is  or  was  withheld.  This  routine  use  is  in  accordance 
with  Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 


ROUTINE  USE  .  DISCLOSURE  TO  THE  U.S.  CIVIL 
SERVICE  COMMISSION 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act 
and  maintained  by  this  component  may  be  disclosed  to  the  Civil 
Service  Commission  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessa¬ 
ry  for  the  Commission  to  carry  out  its  legally  authorized  Govern¬ 
ment-wide  personnel  management  functions  and  studies. 

ROUTINE  USE  -  DISCLOSURE  OF  INFORMATION 
TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  com¬ 
ponent  may  be  disclosed  as  a  routine  use  to  the  National  Archives 
and  Records  Service  of  the  General  Services  Administration  in 
records  management  inspections  conducted  under  authority  of  44 
U.S.C.  2904  and  2906. 


F00401  05HCHLA 

System  name:  For  Cause  Separations  of  Personnel  with  Duty  and 
Travel  Restrictions  (FCS/DTR) 

System  location:  Directorate  of  Security  and  Communications 
Management,  Air  Force  Intelligence  Service  (AFIS),  Pentagon, 
Washington  DC  20330;  Directorate  of  Security  Police,  Hq  United 
States  Air  Force  Security  Service,  San  Antonio,  Texas  78243;  Of¬ 
fice  of  Administrative  Assistant  to  the  Secretary  of  the  Air  Force, 
Pentagon,  Washington  DC  20330. 

Categories  of  iadividnaU  covered  by  the  system:  All  personnel  who 
are  under  current  duty  and  travel  restrictions  who  are  being  con¬ 
sidered  for  seperation  from  service  for  either  punitive  or  adminis¬ 
trative  (nonvohintary)  reason. 

Categories  of  records  la  the  system:  Initial  submission  and 
recomendations  of  the  Air  Force  Major  Command  (MAJCOM)  or 
Seperate  Operating  Agency  (SOA)  concerned  and  aO  supporting 
documents  for  the  proposed  action;  AFIS  Directorate  of  S^urity 
and  Communication  Management  recommendations  for  disposition 
to  the  Assistant  Chief  of  Staff  for  Intelligence  Hq.  US  Air  Force;  if 
applicable,  decisions  and  correspondence  from  Administrative 
Assistant  to  the  Secretary  of  the  Air  Force. 

Aatborily  for  malntcaaacc  of  the  system:  Title  10  USC  133 

Roatlac  uses  of  records  maintained  in  the  system,  inclading  catego¬ 
ries  of  asers  and  the  parposes  of  such  ases:  Used  by  designated, 
responsible  Air  Force  intelligence  officials  to  recommend/  deter¬ 
mine  propriety  of  proposed  action  in  light  of  individual’s  duty  and 
travel  restriction;  substantive  information  is  provided  to  responsible 
individual  in  the  Secretary  of  the  Air  Force  organization  to  assist  in 
determining  a  final  decision  in  some  instances;  copies  maintained 
by  Secretary  of  the  Air  Force  organizations  are  used  to  evaluate 
the  effectiveness  of  the  program,  to  determine  consistency  of  deci¬ 
sions  and  decision  trends,  and  to  provide  program  guidance  to  the 
System  Manager  ^ 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievablllty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

And  grade/rank 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  vauhs. 

Retention  and  disposal:  Records  maintained  in  active  status  until 
final  disposition  of  each  separate  file.  After  final  disposition  of  the 
case  the  record  is  placed  in  inactive  status  for  five  years  and  then 
destroyed.  File  copies  maintained  in  the  Secretary  of  the  Air  Force 
organization  are  destroyed  after  4  years  Destruction  is  by  pu4>ing, 
burning,  or  shredding. 

System  managerfs)  uid  address:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force. 

The  Director  of  Security  and  Communications  Management,  Air 
Force  Intelligence  Service,  Pentagon,  Washington  DC  20330  is 
designated  to  act  in  the  name  of  the  Assistant  Chief  of  Staff  for  In¬ 
telligence,  Hq  US  Air  Force 


FEDERAL  REGISTER,  VOL.  42,  NO.  188 — WEDNESDAY,  SEPTEMBER  28,  1977 


50786 


PRIVACY  ACT  ISSUANCES 


Notifkatioa  praccdurc:  Requests  from  individuels  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Unclassified  portions  of  file  available  upon  request.  Request 
must  include  full  name,  grade  (where  applicable),  social  security  ac¬ 
count  number,  date  and  place  of  birth,  organization/activity  to 
which  assigned/employed  at  time  of  proposed  For  Cause  Separa¬ 
tion.  Visits  may  be  made  to  office  of  System  Manager  Individuals 
not  authorized  access  to  Pentagon  working  areas  should  contact 
System  Manager  by  mail  beforehand.  Include  all  above  information 
in  letter. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual's  Personnel  records  and 
MAJCOM/SOA  Commander’s  proposal  and 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F00401  tSHCHLB 

System  name:  00401  05HCHLB  Sensitive  Compartmented  Informa¬ 
tion  (SCI)  Personnel  Security  Records  (PSR) 

System  location:  Personnel  Security  Division.  Directorate  of 
Security  and  Communications  Management.  Air  Force  Intelligence 
Service.  Pentagon.  Washington  DC  20330  Records  for  personnel  as¬ 
signed  Air  Force  Security  Service  are  located  with  Directorate  of 
Security  Police.  Air  Force  Security  Service.  Kelly  Air  Force  Base, 
Texas  78243.  Records  for  personnel  assigned  to  Air  Force  Commu¬ 
nications  Service  are  located  with  Office  of  the  Inspector  General, 
Air  Force  Communications  Service.  Richards-Gebaur  AFB,  Mis¬ 
souri  64030.  Records  for  personnel  assigned  to  Air  Weather  Service 
are  located  with  Directorate  of  Special  Projects,  Control  Division, 
Air  Weather  Service,  Scott  Air  Force  Base,  Illinois  62225 
Categories  of  Individuals  covered  by  the  system:  Air  Force  person¬ 
nel,  civil  service  employees,  and  contractor  personnel  with  current 
access  to  SCI  or  who  have  had  such  access  within  past  5  years  ex¬ 
cept  Air  Force  personnel  assigned  to  Central  Intelligence  Agency, 
Office  of  the  Secretary  of  Defense/Defense  Agencies,  Office  of  the 
Joint  Chiefs  of  Staff,  and  the  National  Security  Agency 
Categories  of  records  In  the  system:  Statements  of  Personal  Histo¬ 
ry  and  allied  papers  prepared  or  submitted  by  individuals;  Person¬ 
nel  Background  Investigations;  Statements  by  Commanders,  Super¬ 
visors.  Medical,  Legal,  and  Security  Officials,  and  related  cor¬ 
respondence;  Access  Adjudication  Records;  Indoctrination  Oaths; 
Termination  Oaths;  routine  records/correspondence  pertaining  to 
access  status  or  changes  in  status 

Authority  for  maintenance  of  the  system:  Executive  Order  K)4S0 
Routine  uses  of  records  maintained  in  the  system,  iucludiug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  designated, 
responsible  Air  Force  officials  to  recommend/determine  eligibility 
for  access  to  SCI.  Use<^to  verify  an  individual’s  status  with  respect 
to  SCI  access  or  eligibility  for  such  access,  only  the  ’fact  of’  an  in¬ 
dividual’s  eligibility/noneligibUity  for  SCI  access  is  furnished  to 
other  authorized  government  agencies/activities  and  only  upon 
request.  To  answer  official  inquiries  involving  an  individual’s  eligi- 
bility/noneligibility  for  access  to  SCI,  substantive  information  is 
released  to  responsible  officials  in  the  Air  Force  Inspector  General 
Organizations,  or  higher  Air  Force  authority,  and  to  members  of 
Congress.  Used  internally  to  determine  personnel  security  trends 
and  to  attempt  to  determine  causes  for  security  deviations 

Policies  and  practices  for  storing,  retrieving,  accessing,  rctainiag, 
and  dbposing  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders  and  on  roll  microfilm. 
Retrievability:  Filed  by  Name,  Social  Security  Number  (SSN) 
and  grade  or  rank 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  stored  in  securi¬ 
ty  file  containers/cabinets  and  vaults. 

Retentioa  and  disposal:  Active  records  maintained  as  long  as  an 
individual  is  authorized  access  to  SCI.  Upon  termination  of  access 
record  is  placed  in  inactive  status  where  it  is  retained  for  5  years 
and  then  destroyed  unless  sooner  returned  to  active  status. 
Destruction  is  by  burning  or  shredding 


System  maaageris)  aad  addrem:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force.  The  Director  of 
Security  and  Communications  Management  Air  Force  Intelligence 
Service,  The  Pentagon,  Wash  DC  20330  ia  designated  to  act  in  the 
name  of  the  Assistant  Chief  of  Staff/Intelligence,  Hq,  United 
States  Air  Force 

NetUlcatioa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Unclassified  portions  of  file 
available  upon  request.  Include  full  name  grade  (where  applicable), 
social  security  account  number,  date  and  place  of  birth,  organiza¬ 
tion/activity  to  which  assigned/employed  at  time  of  SCI  access. 
Visits  may  be  made  to  office  of  System  Manager.  Individuals  not 
authorized  access  to  Pentagon  working  area  should  contact  System 
Manager  by  mail  beforehand.  Include  all  above  information  in 
letter. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Personnel  Background  Investigations 
conducted  by  Defense  Investigative  Service  and/or  Air  Force  Of¬ 
fice  of  Special  Investigations;  Statement  of  Commanders,  Super¬ 
visors.  and  medical,  legal  and  security  officials;  records  of  adjudi¬ 
cation  processes. 

Systenu  exempted  from  certain  provisions  of  the  act:  NONE 
FOlOOl  eVAE  A 

System  name:  01001  CVAE  A  Secretary  of  the  Air  Force  Historical 
Records 

System  location:  Washington  National  Records  Center,  Washing¬ 
ton  DC  20409.  Modem  Military  Branch  Military  Archives  Division 
National  Archives  and  Records  Service,  Washington  DC  20408. 

Categories  of  indhidnals  covered  by  the  system:  Employees  and 
former  employees  of  the  Secretary  of  the  Air  Force,  and  anyone 
who  has  corresponded  with  the  Secretary  of  the  Air  Force. 

Categories  of  records  in  the  system:  Secretary  of  the  Air  Force 
correspondence  files  covering  c^endar  years  1947  through  March, 
1972,  most  of  which  does  not  contain  personal  information. 

Authority  for  maintenance  of  the  system:  5  United  States  Code 
301;  10  United  States  Code  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  at  users  and  the  pnrpoaes  of  such  uses:  Used  for  research  by  Air 
Force  Historian,  other  government  agencies  and  private  institu¬ 
tions. 

Policies  and  prnetkes  (or  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name  and  Dewey  Decimal  System. 

Safeguards:  Access  by  direction  of  the  Secretary  of  the  Air  Force 
only.  Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  aad  address:  Chief  of  Staff,  Headquarters 
United  States  Air  Force,  Washington,  D.C.  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  educational  institutions,  medical  institutions,  police  and  in¬ 
vestigating  officer,  the  public  media,  a  corporation,  and  source 
documents  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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moot  DAYYT  A 

Syitca  Bsac:  Unusual  and  Incoherent  Translation  Material 

Systcai  locatiM:  Translation  and  Abbreviations  Section, 
Directorate  of  Administration 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330? 

Categories  of  faidivlduals  covered  by  the  system:  The  category  of 
individuals  covered  by  the  system  includes  individuals  residing  in 
the  United  States  (aliens  or  United  States  citizens)  or  foreign  na¬ 
tionals  who  have  addressed  correspondence  regularly  over  a  period 
of  years  to  the  Department  of  Defense,  or  to  specific  persons  such 
as  Secretary  of  t^  Air  Force,  or  Secretary  of  Defense  and  so 
forth. 

Categories  of  records  In  the  system:  Complete  or  Summary  trans¬ 
lations  of  letters,  articles,  and  documents. 

Antkority  for  maintenance  of  the  system:  Title  10  United  States 
Code  Section  8034. 

Routine  uses  of  records  maintained  in  the  system,  iBcInding  catego¬ 
ries  of  Bsers  and  the  purposes  of  such  uses:  Translations  of  previous 
correspondence  aid  Translation  and  Abbreviations  Section  person¬ 
nel  in  translating  or  summarizing  similar  correspondence  when  it  is 
received. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retricvability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  personnel  screening. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcatloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  and  nddrem:  Chief,  Translation  and  Abbrevia¬ 
tions  Section,  Directorate  of  Administration,  Headquarters  United 
States  Air  Force,  Washington  DC  20330 

Notificatloa  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems' Manager. 

The  individual  must  furnish  full  name  and  address.  The  individual 
may  visit  the  Translation  and  Abbreviations  Section  of  the 
Directorate  of  Administration  at  Headquarters  United  States  Air 
Force,  Washington  DC  20330.  No  identification  is  required  to  deter¬ 
mine  if  the  system  contains  records  pertaining  to  a  specific  in¬ 
dividual.  ' 

Record  aceem  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  address.  Translation  and  Abbreviations  Section, 
Directorate  of  Administration,  Headquarters  United  States  Air 
Force,  Washington  DC  20330 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Reeord  source  categories:  Information  is  in  the  form  of  translated 
correspondence. 

Systems  esempled  from  certain  provisioas  of  the  act:  NONE 
FOlOOl  OBXQPCC 

System  name:  Commander’s  Patient  Status  Report  (Cadet) 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Daily  roster  of  Cadets 
hospit^zed 

Authority  tor  maintenance  of  the  system:  I0USC80I2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  collected  for 
purpose  of  notifying  concerned  individuals  of  status  of  cadets 
hospitalized.  Users  include:  Superintendent,  Commandant  of 
Cadets,  Hospital  Commander.  Information  used  as  follows:  provide 
Superintendent  daily  report  of  number  and  status  of  Cadets 
hospitalized;  provide  Hospital  Commander  and,^taff  daily  report  of 


status  of  Cadets  hospitalized;  provide  Commandant  and  staff  daily 
report  of  number  and  status  of  Cadets  hospitalized;  provide  infor¬ 
mation  to  Air  Officer  Commanding  so  that  they  may  notify  parents 
as  required  when  their  son  is  hospitalized  more  than  three  days; 
concerned  personnel  can  note  trends  in  hospitilization  in  terms  of 
numbers  of  cadets  hospitalized,  length  of  hospital  stay,  diagnosis 
nature  of  medical  problems  being  treated. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrIcvabilMy:  Filed  by  Name. 

Safeguards:  Records  we  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  and  address:  Commander,  USAF  Academy 
Hospital 

Notifkatioa  procedure:  Requests  should  be  addressed  to  the  regis¬ 
trar,  USAF  Academy  Hospital  Cadet  Liaison,  and  should  include 
full  name,  and  date  of  hospital  admission. 

Record  access  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  frdm  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisioBs  of  the  act:  NONE 
FOIMI  OBXQPCD 

System  name:  Cadet  Appointment  System 

System  locatfon:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  eovered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  ka  the  system:  Mandatory  Non  Academic 
Appointments 

Authority  for  maintenance  of  the  system:  10USC8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  asm:  To  schedule  cadets  for 
mandatory  non  academic  appointments  daring  free  periods. 

Policies  and  practices  for  stortag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  com'puter  paper  printouts. 

Retricvability:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

RcteatioB  aad  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  Commandant  of  Cadets,  United 
States  Air  Force  Academy,  CO  8040S 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Master  Semester  Schedule  Files 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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System  maBager(s)  and  address:  Director  of  Data  Automation. 
United  States  Ak  Force  Academy 
Notificatioa  procednre:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

'Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Ak  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categorica:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  net:  NONE 
FeiOOt  REPX  A 

System  name:  Inquiries  (Presidential,  Congressional) 

System  location:  At  Headquarters  United  States  Air  Force. 
Washington  DC  20330. 

Personnel  Division  Office  of  Ak  Force  Reserve  (AF  REPX) 
Categories  of  individuab  covered  by  the  system:  Ak  Force  civilian 
employees. 

Former  Ak  Force  civilian  employees. 

Ak  Force  Reserve  personnel. 

Ak  National  Guard  personnel. 

Retired  Ak  Force  military  personnel. 

Retired  Ak  Force  general  officers. 

Former  Ak  Force  Reserve  Personnel. 


FOIMI  OBXQPCE 

System  name:  Cadet  Wing  Movements 
System  location:  At  United  States  Ak  Force  Academy.  CO  80840. 
Categories  of  individnab  covered  by  the  system:  Ak  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Cadet  Flight  Manifest  and 
Host  Information  at  Temporary  Duty  destinations  for  Cadet  move¬ 
ments  away  United  States  Ak  Force  Academy 
Authority  for  maintenance  of  the  S3rstem:  I0USC8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Establish  and  maintain 
control  of  cadet  contingents  away  from  USAF  Academy 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
nnd  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

Retrievability:  FOed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  thek  official  duties. 

Retcation  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  retked  to  Washington  National  Records 
Center,  Washington  DC  20409,  for  permanent  retention. 

Retained  in  office  files  until  training  b  completed  and  posted  to 
applicable  document,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Commandant  of  cadets 
The  Judge  Advocate  General,  Headquarters  United  States  Ak 
Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Ak  Force's 
systems  notice. 

Contesting  record  procedures:  The  Ak  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Reeord  source  categories:  Trip  Planning  Worksheets 
Systems  exempted  from  certain  provisions  of  the  net:  NONE 
FOlOOl  OBXQPCF 

System  name:  Pbnning  and  Resource  Management  Information 
System 

System  loeatlon:  At  United  States  Ak  Force  Academy,  CO  80840. 
Categories  of  individuab  covered  by  tbe  system:  Limited  to 
USAFA  Data  Automation  Personnel  Involved  with  Data  Automa¬ 
tion  Development  Projects 

Categories  of  records  hi  the  system:  Individual  work  schedules  and 
individual  workload  forecast  reports 
Authority  for  maintenance  of  the  system:  10  USC8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Individual  Work 
Schedules  are  used  to  define  work  assignment  and  collect  actual 
hours  worked  against  planned  estimated  hours  by  development  task 
for  ea^  individual  expending  hours  against  an  automated  data 
system  development  project.  Individual  workload  forecasts  are 
used  to  determine  future  (12  month)  workload  planned  for  each  in¬ 
dividual  against  pending  projects. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

Maintained  on  microfiche. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  thek  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms.  « 

Records  are  controlled  by  personnel  screening. 

Retention  and  dbposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 


Categories  of  records  in  the  system:  Individual  inquiries,  research 
material  and  replies 

Authority  (or  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  giaintained  in  the  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  Reply  to  inquiries.  Of¬ 
fice  of  Secretary  of  Ak  Force,  Ak  Reserve  Personnel  (Tenter,  HQ 
Ak  Force  Reserve,  reply  to  subsequent  inquiries 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  • 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  ffle  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  dbposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managers)  and  address:  Chief  of  Ak  Force  Reserve,  Per¬ 
sonnel  Divbion.  Headquarters  USAF.  Washington  DC  20330 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requests*  should  include  the  full  name  and  SSAN.  Individuab 
may  vuit  the  Personnel  Division.  Office  of- the  Ak  Force  Reserve, 
Pentagon,  Washington  DC  and  should  provide  military  identifica¬ 
tion  card  or  driver’s  license  as  means  of  identification. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  tbe  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  dkectory  in 
the  appendix  to  the  Ak  Force’s  systems  notice. 

Contesting  record  procednres:  The  Ak  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  ^formation  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Ak  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  tbe  act:  NONE 
FOlOOl  SAFPC  A 

System  nanre:  Ak  Force  Dbcharge  Review  Board  Retain  Files 

System  location:  At  Office  of  the  Secretary  of  the  Ak  Force. 
Washington  DC  20330. 

Categories  of  individnab  covered  by  tbe  system:  Former  Ak  Force 
Personnel  who  submit  applications  for  review  of  dbcharge/  separa- 
tion/dismbsal  ^ 
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Calcgvrict  •!  rcc«r4i  la  Um  syttcB:  File  conUint  copies  of  cor¬ 
respondence  between  applkant  and  Discharge  Review  Board; 
duphcaUs  of  summary  of  board  proceedings  and  summary  of  appli¬ 
cant's  military  record,  and  miscellaneous  control  records. 

Authorhy  lor  maioteBaacc  of  the  system:  10  United  States  Code 

Routloc  uses  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Air  Force 
Discharge  Review  Board  as  a  temporary  reference  file. 

Policies  and  practices  for  storing,  retrieving,  acccssiBg,  retafathig, 
aad  dbposing  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders 
I  Relrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number 

Safeguards:  Records  arc  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personis)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Rcteaiioa  aad  disposal:  Retained  in  office  files  for  one  year  from 
dale  of  bearing  and  then  destroyed  by  burning  or  shredding 

System  maaagerfs)  aad  address:  Director,  Secretary  of  the  Air 
f  orce  Personnel  Council,  Washington,  D.C.  203M. 

Notificalion  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Written  requests  should  contain  the  full  name,  service  number 
and  social  security  account  number  of  the  requestor.  Personal  visits 
may  be  made  to  room  920,  Commonwealth  Building,  1300  Wilson 
Blvd,  Arlington,  VA.  Personal  viators  must  supply  full  name,  ser¬ 
vice  number,  social  security  account  number  aad  some  form  of 
identification  such  as  dnver’s  license. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coaleatlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual's  asBitary  personnel  record 

Systems  csempted  from  rrrtala  pravirians  af  the  act:  NONE 
FRIMl  dCGBUZA 

System  name:  Individual  Weight  Control  File. 

System  locatloa:  At  Air  Force  (AF)  unit  of  assignment;  servicing 
medical  facility. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

At  National  Personnel  Records  Center,  Military  Personnel 
Records.  9700  Page  Boulevard.  St.  Louia,  MO  63132. 

Categories  of  Individuals  covered  by  the  system:  AH  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  Reserve  Personnel  who  are  enrolled  in  the  Weight 
Control  Program. 

Categories  of  records  la  the  system:  File  contains:  individual 
weight  control  record;  letters  informing  individual  of  overweight 
sums,  scheduling  medical  evaluation,  aad  documenting  monthly 
medical  progress;  general  military  training  record. 

Authority  for  malatcaaace  of  the  system:  10  U.S.C.  8074 

Roottoe  uses  of  records  maintained  In  the  system,  taciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  purpose  is  to  docu¬ 
ment  a  person’s  progress  in  Weight  Control  program.  Those 
authorized  access  to  the  file  are  the  individual.  Unit  Commander. 
Unit  Weight  Control  Monitor,  medical  personnel.  Major  Command 
(MAJCOM)  Monitor,  CBPO  and  legal  personnel  on  a  need  to  know 
basis  in  performing  offical  duties.  The  file  keeps  individual  in¬ 
formed  of  weight  loss  ia  attaining  maximum  aDowable  weight,  pro¬ 
vides  history  of  weight  loss  and  counseling,  provides  an  input  for 
medical  determinations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 


RetricvabilMy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Grade. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  arc  properly 
screened  and  cleared  for  need-to-know.  * 

Records  are  controlled  by  personnel  screening. 

File  cabinets. 

Rctentioa  and  disposal:  When  a  person  achieves  the  desired 
weight  sUndard,  file  is  forwarded  to  servicing  medical  facility  to  be 
included  in  individuals  medical  records. 

System  Bsaaagcr(s)  and  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

Notlficatioa  procedure:  Commander,  Unit  of  Assignment.  Inqui¬ 
ries  on  existence  of  a  fQe  should  include  full  name,  grade.  SSN, 
and  should  go  to  Unit  of  Assignment.  Personal  visit  proof  of  identi¬ 
ty  requires  possession  of  Armed  Forces  Identification  Card. 

Record  access  procedures:  Commander,  Unit  of  Assignment 
Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice.  . 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual 
Information  obtained  from  financial  institutions.  . 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOIMI  hJ  DP  F 

System  name:  Drug  Abuse  Ledger 
System  locatioB:  Headquarters  Air  Training  CommandfATC) 
Deputy  Chief  of  Staff  for  personneRDCS/P)  Randolph  Air  Force 
Base  TX  78148. 

Categories  of  individuals  covered  by  the  system:  AH  rated  or  flying 
training  students  who  have  drug  abuse  fHes 
Categories  of  records  ia  the  system:  Composite  listing  containing 
personnel  drug  status  data 

Authority  for  maiatenaace  of  the  system:  44  USC  3101 
RoutiBc  BSCS  of  records  maintained  ia  the  system,  inciudiag  catego¬ 
ries  of  Bscrs  aad  the  parposn  of  such  nsca:  DCS/P  uses  ledger  to 
Monitor  drug  related  case  actions 
Policies  and  practices  lar  storing,  retrieving,  accessing,  retajuing, 
aad  dispesiag  of  records  ia  the  system: 

Storage:  Maintained  in  note  books/binders. 

RetrievabiHty:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 
Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Stored  in  locked  building 

Retention  aad  disposal:  Retained  in  office  fUes  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  DCS/P  Randolph  Air  Force  Base 
TX  78148 

Notlficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  eertahs  provisions  of  the  act:  NONE 
FOlOOl  OJDJDBA 

System  name:  National  Agency  Check  -  Status 

System  location:  Records  unit,  processing  section.  Consolidated 
Base  Personnel.  Chanute  AFB,  IL  61868 
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Categorict  of  i■divid■■U  covered  by  tbe  eysteai:  Pipe-line  student 
personnel  stationed  at  Chanute  AFB  with  incom  plete  National 
Agency  Check 

Categories  of  records  in  the  systeas:  Name,  social  security 
number,  unit  of  assignment,  and  current  NAC  status 
Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  students  with 
no  complete  security  check 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintamed  on  computer  paper  printouts. 

Retrievabilhy:  Name  and  organization 

Safegaards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  accessed  by  persons(s)  responsible  for  servicing  the 
record  system  m  performance  of  their  official  duties; 

Retentioa  and  dbposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  address:  Chief,  Consolidated  Base  Person¬ 
nel  office.  3343  Air  Base  Croup.  Chanute  AFB.  IL  61868 
Notlficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  esempted  from  certain  provisions  of  the  net:  NONE 
FOlOOl  OJDJDBB 

System  name:  Administrative  Discharge  Information  Summary 
System  location:  Quality  Control  Section,  Consolidated  Base  Per¬ 
sonnel  Office,  3343  Air  Base  Group  Chanute  Air  Force  Base  IL 
Categories  of  individuals  covered  hy  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Categories  of  records  in  the  system:  Personnel  administatively 
discharged  for  cause  at  Chanute  Air  Force  Base,  IL 
Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  To  monitor  and  provide 
trend  analysis  on  discharge  actions 
Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  One  year  from  date  of  discharge.  Destroy 
by  tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Chief,  Consolidated  Base  Person¬ 
nel  Office,  3343  Air  Base  Group,  Chanute  AFB,  IL 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaming  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the ‘individual  concerned  may  be  obtained  from  the.  Systems 
Manager 

Record  source  categories:  Individual  military  personnel  records 
and  completed  discharge  case 
Systems  esempted  from  certain  provisions  of  the  act:  NONE 
FOlOOl  OJMPLSA 

System  name:  Instructor  of  the  Month  Records 
System  location:  At  Officer  Training  School  USAF  at  Lackland 
AFB  TX  78236 


ISSUANCES 

Categories  of  individuals  covered  by  the  system:  All  instructors 
nominated  for  Instructor  of  the  Month 
Categories  of  records  in  the  system:  Narrative  of  instructor’s  job 
performance; 

Authority  for  mnlntennnce  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Selection  of  the  Instruc¬ 
tor  of  the  Month 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Retention  and  disposal:  Destroyed  after  1  year  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning 
System  manager(s)  and  address:  Dep  Cmdr  for  Mil  Tng  Officer 
Tng  School  LackUnd  AFB  TX  78236 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Observation  by  supervisor 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOlOOl  OKPNQSA 

System  name:  Potential  Faculty  Rating  System 
System  location:  Squadron  Officer  School,  Maxwell  Air  Force 
Base.  AL  36112 

Categories  of  individuals  covered  by  the  system:  Former  Squadron 
Officer  School  students  being  considered  for  faculty  duty 

Categories  of  records  in  the  system:  Individual  rating  of  students 
Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Evalute  individuals  for 
potential  assignment  as  faculty  members 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

•  Stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  address:  Director  of  Student  Operations 
Squadron  Officer  School.  Maxwell  Air  Force  Base.  AL  36112 
Notification  procedure:  Requests  should  include  the  individual’s 
name  and  Social  Security  Account  Number.  Individuals  may  visit 
Office  of  Sysmanager  and  present  Military  ID  Card. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE  ■ 
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Syilcm  BMBc:  Air  Force  Reserve  Officer  Training  Corps  evaluation 
information  record  files 

Systcoi  locatiM:  Office  of  the  Vice  Commandant/Commandant 
Air  Force  Reserve  Officer  Training  Corps  (AFROTC) 

At  Headquarters  Air  University.  Maxwell  Air  Force  Base,  AL 
36112. 

Categories  of  fasdivMoals  covered  by  the  system:  Air  Force  active 
duty  officers  assigned  to  AFROTC 
Categories  of  records  ia  the  system:  Biographical  information,  in¬ 
cluding  assignment,  information  education,  awards,  family  and 
combat  experience 

Aatbority  for  maiateaaacc  of  the  system:  Title  10  USC.  section 
3101 

Rootine  uses  of  records  maintained  ia  the  system,  including  catego¬ 
ries  of  users  aad  the  purposm  of  such  uses:  Used  for  evaluating  per¬ 
sonnel.  Occassionally  used  in  assignment  recommendations 
Policies  sad  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabilhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  aad  disposai:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager<s)  and  addrem:  Vice  Commandant/Commandant, 
AFROTC.  Maxwell  Air  Force  Base,  AL  36112 
NotiflealioB  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  Uniform  Officer  Record.  Area  Com¬ 

mandant's  Educational  Institution.  Air  University  Commander's 
Reports. 

Systems  exempted  from  ecrtaln  provisions  of  the  act:  NONE 
FOlOOl  OQFJXTA 

System  name:  Office  Projects/Studies  (Behavioral  Service  Program) 
System  location:  Behavioral  Services  Office,  436  Military  Airlift 
Wing.  436MAW/CCJ  Dover  Air  Force  Base  DE  19901 
Categories  of  Individuals  covered  by  the  system:  Behavioral  Ser¬ 
vice  Clients 

Categories  of  records  In  the  system:  Training  records,  counselling 
notes 

Authority  for  maintenaacc  of  the  system:  I0USCS012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Research  followup. 
Behavioral  Service  use  only 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  ia  the  system: 

Storage:  Maintained  ia  file  folders. 

Rctrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  aad  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  transferred  to  a  staging  area  for  one  additional  year, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning. 

System  managerfs)  and  address:  Chief, Behavioral  Services 
Nodficadoa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 


Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  deterra inatioos  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonrcc  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  jprepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisieas  of  the  act:  NONE 
P91M1  iQKRSMA 
System  name:  Academic  Completion  Report 

System  location:  Evaluation  Section,  ISSOth  Aircrew  Training  and 
Test  Wing,  /DDTEE  Hill  Air  Force  Base,  UT  84406 
Categories  of  individuals  covered  by  the  system:  Students  who 
completed  academic  training 

Categories  of  records  ia  the  system:  Training  Completion  Report 
Authority  (or  maintenance  the  system:  10USC8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  suck  uses:  Used  to  report  student 
performance  and  completion  of  academic  training 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabilhy:  Filed  by  Name, 
and  date  of  completion  of  acadeniic  training 
Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person<s)  responsible  (or  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rcteation  aad  dbposal:  Retained  in  office  fOes  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  address:  CTiief  Evaluation  Section,  lS50th 
Aircrew  Training  and  Test  Wing,  Hill  Air  Force  Base.  UT  8^06 
Nodfleatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestiug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  individuals 
Systems  exempted  from  certain  provisioos  of  the  act:  NONE 
FOIMI  OQPTFLA 

System  name:  Human  Reliability  for  Special  Missions 
System  locatioa:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force's  systems  notice. 

Categories  of  ladividBals  covered  by  the  system:  All  active  duty 
mflitary  personnel. 

Air  Force  civflian  employees. 

Categories  of  records  in  the  system:  Administration  of  Assigned 
Personnel 

Authorhy  (or  maintenance  of  the  system:  44-USC3)01  Records 
Management  by  agency  heads  general  duties 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitoring  assignment 
of  Specil  Missions  Personnel,  used  by  Squadron  Commander 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retainfaig, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabilhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 
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Sytteoi  locaUoa:  354  Combat  Support  Group,  DPMA  -  Customer 
Service  Myrtle  Beach  AFB  SC  28577 

Catcgorict  of  indIvMnab  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Categories  of  records  la  the  system:  Individuals  whose  Unfavora¬ 
ble  Information  File  (UFI)  contains  three  or  more  entries 

Authority  for  maintcBance  of  the  system:  10  United  States  Code 
8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  summary  of 
commute  discussions  and  conclusions  recommending  rehabilitation 
measures  or  further  administrative  action  for  selected  individuals 
whose  unfavorable  information  file  contains  three  or  more  entries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards;  Records  are  accessed  by  custodian  of  the  record 
system. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Director  of  Personne,  354  Com¬ 
bat  Support  Group,  Myrtle  Beach  Air  Force  Base  SC  28577, 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  None 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01OO1  OSHCHLC 

System  name:  01001  05HCHLC  Air  Force  Attache  Record  System 

System  location:  Air  Force  Intelligence  Service,  Bolling  AFB,  DC 
20332 

Categories  of  individuals  covered  by  the  system:  Files  are  main¬ 
tained  on  Air  Force  Attache  appUcants,  current  Air  Force  Attaches 
and  former  Attaches 


System  mcaager(s)  and  address:  Director  of  Administration, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Full  name  and  social  security  number  required  for  inquiries 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  police  and  investigating  officers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOlOOl  dOVDYDA 

System  name:  Correspondence,  Message  and  Project  Files  (Civil 
Reserve  Air  Fleet  Personnel) 

System  location:  Military  Airlift  Command,  Deputy  Chief  of 
Staff,  Plans,  Directorate  of  War  Plans,  Civil  Air  Division,  Scott  Air 
Force  Base  IL  62225. 

Categories  of  Individuals  covered  by  the  system:  All  Civil  Reserve 
Air  Fleet  Carrier  personnel  who  have  been  granted  a  security 
clearance  of  Secret  under  the  industrial  security  program. 

Categories  of  records  in  the  system:  Semi-annual  report  from  the 
Civil  Reserve  Air  Fleet  Carriers  identifying  additions,  deletions, 
and  corrections  to  the  previous  report.  (Consolidated  list  prepared 
and  published  semi-annually  by  the  System  Manager. 

Authority  for  maintenance  of  the  system:  Executive  Order  11490. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Carrier  reports  used  to 
update  consolidated  Ust.  Consolidated  list  published  as  attachment 
to  Military  Airlift  Command  Regulation  55-5,  and  distributed  to  ap¬ 
propriate  agencies  involved  in  releasing  classified  material  to  Civil 
Reserve  Air  Fleet  Carrier  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  cards  and  computer  paper  prin¬ 
touts  and  in  file  folders. 

Retrievability:  Filed  alphabetically  by  last  name,  by  Civil  Reserve 
Air  Fleet  Carrier. 

Safeguards:  Accessed  by  persons  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties.  Stored  in 
security  container  (three  combination  safe). 

Retention  and  disposal:  Retained  in  office  safe  until  updated 
semi-annually.  Cards  withdrawn  (deletions  or  corrections)  are 
retained  until  next  report  received,  then  destroyed  by  tearing  in 
half.  Consolidated  list  becomes  background  material  to  the  related 
publication  which  is  retained  as  current  record  until  the  publication 
is  rescinded,  superseded,  or  obsoleted;  then  removed  from  the  cur¬ 
rent  file,  placed  in  inactive  file  which  is  cutoff  31  December  each 
year,  retained  in  office  files  for  one  year  after  annual  cutoff,  trans¬ 
ferred  to  the  staging  area  for  one  additional  year,  then  retired  to 
the  Washington  National  Records  Center,  Washington  DC  20409 
for  permanent  retention. 

System  managcr(s)  aud  address:  Deputy  Chief  of  Staff,  Plans, 
Headquarters  Military  Airlift  Command,  Scott  Air  Force  Base,  Il¬ 
linois  62225. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  Systems  Manager. 

Record  access  procedures:  Individual  gains  access  from  Systems 
Manager. 

Coatestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOlOOl  OTRDRDA 

System  name:  minutes  of  354  TFW  Quality  Review  Committee 


Categories  of  records  in  the  system:  Career  Briefs,  Officer  Effec¬ 
tiveness  Reports,  Airman  Performance  Reports,  Statements  of  Per¬ 
sonal  History,  autobiographies,  family  photos.  Armed  Forces  Lan¬ 
guage*  Aptitude  and  ^oficiency  Test  scores,  finger  print  card. 
Medical  Fitness  Statements,  Statements  of  Interview  by  Comman¬ 
ders,  Requests  for  National  Agency  Checks 

Authority  for  maintenance  of  the  system:  5  USC  301  and  10  USC 
8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  material  is  used  by 
the  Active  Duty  Military  Staff  Directory  involved  with  the  selection 
and  service  of  Air  Force  Attaches.  The  purpose  of  collecting  the  in¬ 
formation  on  Attache  applications  is  to  evaluate  the  suitability  of 
an  individual  for  Attache  duty.  The  purpose  of  maintaining  records 
on  current  Attaches  is  to  assist  in  providing  service  to  them  while 
on  station.  The  purpose  of  maintaining  material  on  prior  Attaches  is 
to  assist  them  in  their  appUcations  for  subsequent  Attache  duty  and 
for  analysis  and  historical  purposes.  The  records  are  retained  within 
the  Air  Force  Attache  System  and  not  disclosed  to  personnel  out¬ 
side  the  Attache  System 

Policies  aud  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets,  safes,  or  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
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destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  address:  Director  Air  Force  Attache  Af¬ 
fairs,  Air  Force  Intelligence  Service,  Ft  Belvoir,  VA  22060 

NotifkatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  acccu  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coutesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individuals,  Air  Force  Military  Person¬ 
nel  Center,  Randolph  Air  Force  Base  Texas. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOIOei  dSHCHLD 

System  name:  OlOOl  OSHCHLD  USAF  Prisoner  of  War  (PW) 
Debriefing  Files 

System  locatioa:  7602  Air  Intelligence  Group  (INXB),  Ft  Belvoir, 
VA  22060 

Categories  of  iadividuals  covered  by  the  system:  Air  Force 
returned  PW. 

Categories  of  records  la  the  system:  Debriefing  transcripts; 
messages  concerning  PWS;  topical  data. 

Authority  for  matatcaaace  of  the  system:  lOUSC  8012 

Routluc  uses  of  records  maiataiacd  la  the  system,  iacludlag  catego¬ 
ries  of  asers  aad  the  purposes  of  such  uses:  Intelligence  file;  research 
source  documents  used  by  Air  Force  Intelligence  Analysts,  Physi¬ 
cians,  Casualty  Resolution  Personnel. 

Policies  aad  practices  for  storiag,  retrieviag,  accessiag,  retainiag, 
aad  dispostag  of  records  la  the  system: 

Storage:  Maintained  in  file  folders,  on  computer  magnetic  tapes 
and  paper  printouts  and  on  microfiche. 

Rctrievahllity:  Filed  by  Name  or  by  other  identification  number 
or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(t)  responsible  for  servicing 
the  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  safes.  Records 
are  controlled  by  computer  system  software. 

Rctentloa  and  disposal:  Retire  as  permanent  to  Albert  F.  Simpson 
Historical  Research  Center,  Maxwell  AFB,  AL  36112. 

System  maaagerfs)  aad  addrem:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force. 

NotifIcatloB  procedure:  RequesU  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  aecem  procedures:  The  individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Coutesting  reeord  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Returned  USAF  prisoners  of  war. 

Systems  exempted  from  certain  provblous  of  the  act:  NONE 
F01002  OQVDYDA 

System  aame:  Military  Airlift  Command  (MAC)  Dishonored  Check 
Program. 

System  locatioa:  At  consolidated  base  personnel  offices  only.  Of¬ 
ficial  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  Individuals  covered  by  the  system:  All  active  duty 
miUtary  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Retired  Air  Force  military  personnel. 

Dependents  of  military  personnel. 

All  Department  of  Defense  civilian  employees  and  all  retired 
military  personnel. 

Categories  of  records  la  the  system:  Copies  of  dishonored  checks 
and  correspondence  pertaining  thereto  having  individual's  name, 
grade,  SSAN,  and  unit  of  assignment.  ~ 


Authority  for  maintenance  of  the  system:  10  USC  8012. 

Roatiac  uses  of  records  maintained  in  the  system,  iacludlag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Purpose  it  to  provide  a 
basis  of  information  for  processing  and  reporting  all  dishonored 
checks.  Category  of  user  -  Air  Force  Specific  use  -  provides  Unit 
Commanders,  Base  Personnel  Officers,  and  Base  check-cashing 
facilities  name,  grade,  SSAN,  and  unit  of  assignment  of  individuals 
who  have  issued  dishonored  checks. 

Policiet  aad  practices  for  storing,  rctrievfaig,  accessiag,  retaining, 
aad  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  files. 

Maintained  on  computer  paper  printouts. 

Retrievahility:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Rcteatioa  aad  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagerfs)  and  addrem:  Chief,  Consolidated  Base  Person¬ 
nel  Office  Quality  Force  Section. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions. 

Information  obtained  from  police  and  investigating  officers. 

SysteUM  exempted  from  certain  provisions  of  the  act:  NONE 
F01003  OBXQPCA 
System  aame:  Cadet  Promotion  List 

System  locatioa:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  P  series  Special  Orders 

Authority  lor  malntcnaucc  of  the  system:  10USC8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Announces  cadet  rank 
and  cadet  position  (duty)  to  be  held.  Cadet  Rank  Cards  are  used  to 
input  the  necessary  data. 

Policies  and  practices  lor  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Maintained  on  disks  or  drums. 

Retrievahility:  Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  computer  system  software. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,-  or  burning. 

Maintained  as  part  of  Master  Cadet  Personnel  Record 
(Permanent). 
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interpretcrt.  State  Department  personnel,  Army  and  Navy  transla¬ 
tion  activity  personnel,  commercial  translation  services  personnel 

Air  Force  civilian  employees. 

Former  Air  Force  civilian  employees. 

Foreign  Nationals  residing  in  the  United  States. 

Categories  of  records  In  the  system:  File  is  comprised  of  individual 
personnel  data  cards.  i 

Authority  for  maintenance  of  the  system:  Title  10  United  States  i 

Code.  Section  8034.  j 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Translation  and  Ab¬ 
breviations  Section  personnel  use  the  information  contained  m  the 
system  to  check  names  and  titles  of  foreign  military  and  civilian  ' 

government  personnel  which  appear  in  correspondence  received  for 
translation.  This  system  also  serves  as  a  listing  of  transla¬ 
tors/interpreters  available  to  provide  translation  and  interpreting 
services  in  support  of  Headquarters  United  States  Air  Force 
requirements  for  such  services. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Information  retrieved  by  name  or  title. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or  i 

burning.  ,  | 

System  maaager(s)  and  address:  Chief,  Translation  and  Abbrevia-  { 

tions  Section,  Directorate  of  Administration,  Headquarters  United 
States  Air  Force,  Washington  DC  20330 

Notification  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

The  individual  must  furnish  full  name,  and  indicate  whether  mili¬ 
tary/civilian  status  and  whether  a  resident  or  nonresident  of  the 
United  States.  The  individual  may  visit  the  Translation  and  Ab¬ 
breviations  Section  of  the  Directorate  of  Administration  at 
Headquarters  United  States  Air  Force,  Washington  DC  20330  No 
identification  is  required  to  determine  if  the  system  contains 
records  pertaining  to  a  specific  individual. 

Record  acccu  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  address.  Translation  and  Abbreviations  Section, 
Directorate  of  Administration,  Headquarters  United  States  Air 
Force,  Washington  DC  20330 

Contasting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.* 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  an  international  organization. 

Ihfonnation  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Information  obtained  from  commercial  translation  service  firms, 
from  the  Department  of  Defense  or  other  United  States  Govern¬ 
ment  translation  activities,  and  from  translated  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  DPXJ  if 


System  maaagcr(s)  and  address:  Commandant  of  Cadets 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad- 
Iressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
{aining  access  from  the  Systems  Manager. 

Coatestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
.-ecords  and  for  contesting  and  appealing  initial  determinations  by 
'.he  individual  concerned  may  be  obtained  from  the  Systems 
.Manager. 

Record  source  categories:  Commandant  of  Cadets 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01003  OIACYVA 

$ystcm  name:  01003  OIACYVA  Background  Material 

System  location:  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue,  Denver.  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  in  the  system:  Letter  request  for  orders, 
amendments,  including  justification  on  files  on  special  authoriza- 
jons  when  required  by  order  publishing  activity. 

Authority  for  mainteaance  of  the  system:  Title  10,  United  States 
Code.  1162. 

Routiae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  on  form  is 
utilized  for  publication  of  discharge  orders  used  by  military  person¬ 
nel  and  AF  civilian  employees  within  the  office  and  verify  that 
discharge  orders  were  published. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name.  Social  Security  Number  (SSN)  or 
by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  per$on(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commander,  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue.  Denver.  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue.  Denver.  Colorado  80280.  Written  requests 
for  information  should  contain  full  name.  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve,  idenficiation  card  and/or  driving  Ucense  and 
some  verbal  information  that  could  verify  the  person's  SSN  at  time 
of  discharge. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver  CO  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions,  police  and  investigating  officers,  witnesses  and  source 
documents  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by. 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  DAYYT  A 

System  name:  Operational  Reference  File 

System  location:  Translation  and  Abbreviations  Section, 
Directorate  of  Administration 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 

Categories  of  individuals  covered  by  tbe  system:  Categories  of  in¬ 
dividuals  covered  by  the  system  include  language  translators  and 


System  name:  Record  of  Air  Force  Personnel  Assigned  Outside  the 
Department  of  Defense 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  Air  Force  military 
and  civilian  personnel  assigned  to  full  time  duty  outside  the  Depart¬ 
ment  of  Defense. 

Categories  of  records  in  tbe  system:  Records  include  correspon¬ 
dence  between  the  Air  Force  and  nonmilitary  government  agencies. 
Additionally,  a  by-name  listing  of  personnel  is  forwarded  on  a  quar¬ 
terly  basis  to  the  Department  of  Defense. 
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AMtkorHy  for  oialateBaBcc  of  the  lyitcBi:  Title  44,  United  States 
Code  ,  Section  3101.  ' 

Rootinc  BSCS  of  records  Bsoiotained  la  Ike  system,  inclBdlBg  catego* 
rtes  of  Bsers  aod  tkc  purposes  of  suck  uses:  Records  used  to  maintain 
an  accurate  accounting  of  personnel.  Principle  users  are  Air  Force 
personnel  managers  and  the  Deputy  Assistant  Secretary 
(Administration),  Office  of  the  Secretary  of  Defense  .  Purpose  is  to 
account  for  the  personnel  detailed  outside  the  Department  of 
Defense. 

Policies  and  practices  for  stoiiag,  retrieviag,  acccssiag,  rclaiBiag, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

RctcutioB  and  disposal:  Retained  until  an  individual  is  returned  to 
Air  Force  duties  and  then  destroyed  by  tearing  to  pieces, 
shredding,  pulping,  macerating  or  burning. 

System  maaagcr(s)  aad  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

NotlficatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

CoBtestlag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Correspondence  between  the  Air  Force 
and  non-mUitary  government  agencies  and  information  extracted 
from  military  personnel  records. 

Systems  exempted  from  certaia  provWoas  of  the  act:  NONE 
FOllOl  DPXJC  C 

System  aamc:  01101  DPXJC  C  USAF  Reconstitution  Requirements 
for  Office  of  JCS  and  HQ  USAF 

System  locatloB:  H()  USAF/Deputy  Chief  of  Staff,  Personnel, 
USAF  Personnel  Readiness  Center,  Washington,  DC  20330  (DC). 

Cat^ioite  of  individuals  covered  by  the  system:  USAF  Mibtary 
and  Civilian  Personnel  identified  to  fill  reconstitution  positions  for 
the  Office  of  Joint  Chief  of  Staff  (OJCS). 

Categories  of  records  la  the  system:  Records  are  maintained  on 
electrical  accounting  machine  (EAM)  cards;  cards  contain  name  of 
selectee.  Social  Security  Account  Number,  Command  of  Assign¬ 
ment,  Installation  Location,  Grade  of  Selectee  and  the  authorized 
position  data. 

Authority  for  maiatcBapcc  of  the  system:  Title  44,  United  States 
Code  (USC),  PubUc  Printing  and  Documents,  Chapter  31,  Records 
Management  by  Federal  Agencies,  Section  3101. 

Routine  uses  of  records  maiataiaed  la  the  system,  iaoluding  catego* 
ries  of  aaers  aad  the  parpooes  of  sneh  uses:  Records  are  used  to 
identify  individuals  to  fill  reconstitution  requirements.  Records  used 
within  the  Air  Force  (AF)  and  the  National  Military  Command 
Center  (NMCC)  for  AF  General  Officers  in  support  of  Contingency 
Operations  Plan  and  the  National  Security  Agency  (NSA)  for  AF 
personnel  designated  to  reconstitute  NSA.  Records  are  used  to 
manage  the  personnel  resource  designated  for  reconstitution. 

Policies  and  practices  for  storing,  retrieviBg,  accessing,  retaining, 
aad  disposiag  of  records  In  the  system: 

Storage:  Maintained  in  card  files. 

Retrievabllity:  Filed  by  Name. 

Safeguards:  Complete  file  is  maintained  in  accordance  with 
USAF  security  directives. 

RetealioB  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 


Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  derived  from  military  per¬ 
sonnel  records  and  authorized  manning  documents,  position 
descriptions  and  related  correspondence. 

Systems  exempted  from  certain  provisioBS  of  the  act:  NONE 
FOllOl  PRES  A 

System  name:  Check  Cashing  Privilege  Files 

System  locatioB:  Commissaries,  Services,  Clothing  Sales  Stores 
and  any  other  check  cashing  facilities  at  Air  Force  installations.  Of¬ 
ficial  mailing  addresses  are  in  the  Department  of  Defense  Directory 
in  the  Appendix  to  the  Air  Force's  System  notice. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
military  personnel. 

Dependents  of  military  personnel. 

Persons  whose  checks,  presented  at  these  facilities,  have  been 
dishonored  and  or  whose  check  cashing  privileges  have  been 
suspended  or  revoked. 

Categories  of  records  in  the  system:  Letters,  cards  and  listings  on 
individuals  who  have  cashed  bad  checks  at  base  facilities. 

Authority  for  maintenaBce  of  the  system:  10  U.S.C.  8012. 

Routine  bscs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Identify  individuals 
whose  check  cashing  privileges  are  suspended  or  revoked  and  to 
refuse  check  cashing  services  to  such  individuals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  on  paper  records  in  card  or  listing  media. 
Documents  are  filed  in  folders  or  card  boxes  and  posted  in  or  near 
the  cashier's  cage  or  cash  register  box  at  the  check  cashing  facility. 

Retrievabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Stored  in  locked  cabinets,  containers,  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  retired  to  Washington  National  Records 
Center,  Washington  DC  20409,  for  permanent  retention. 

Retained  in  office  filps  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maBagcr(s)  aad  addrem:  For  commissaries  and  clothing 
sales  stores;  Director,  Engineering  and  Services,  Deputy  Chief  of 
Staff,  Programs  and  Resources,  Headquarters  United  States  Air 
Force.  Wash,  DC,  20330;  and  Chief,  Services  Division  at  the  instal¬ 
lation  having  jurisdiction  over  commissary  or  clothing  sales  store. 
For  all  other  check  cashing  facilities;  Chief  of  the  activity  having 
the  check  cashing  facility. 

NotifkatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

CoBtesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  received  from  check  cash¬ 
ing  sources. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  OJ  DP  A 

System  name:  Senior  Officer  Management  Office  Files 

System  locatioB:  Headquarters  Air  Training  Command  (ATC) 
Deputy  Chief  of  Staff  for  Personnel,  Randolph  Air  Force  Base,  TX 
78148. 
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Cateforict  of  individoalt  covered  by  the  lyttem:  All  active  duty 
ATC  colonels  and  selectees. 

Catefories  of  records  fas  the  system:  Individual  correspondence  on 
assignment  management  data. 

Authority  for  maiatenauce  of  the  system:  44  United  States  Code 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  track  assigo- 
ments/retirement  of  an  assigned  Colonels. 

Policies  and  praetkea  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Mamtained  on  computer  paper  printouts. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(t)  and  address:  DCS/Deputy  Chief  of  Staff  for 
Personnel,  Headquarters  Air  Training  Command,  Randolph  Air 
Force  Base,  TX  78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager 

Record  source  categories:  Information  obtained  from  automated 
systtm  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certafai  provisions  of  the  act:  NONE 
FOllOl  OJ  TTSA 
System  name:  Student  Record  of  Training 

System  location:  Technical  Training  Centers  of  Air  Training  Com¬ 
mand.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
military  personnel.  ' 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Foreign  Nationals. 

Categories  of  records  in  the  system:  Records  of  individual  training 
hours,  final  grades. 

Authority  for  maintenance  of  the  system:  44  United  States  Code 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  individual  at¬ 
tendance  and  achievement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievahility:  Filed  by  name. 

Safeguards:  Personnel  screening  record  clerk.  Records  are  stored 
in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Hold  1  year  then  destroy  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Standards  and  Evaluation 
Directorate  Evaluation  Division,  Randolph  Air  Force  Base,  TX 
78148. 

Notification  procedure:  Training  department  where  training  con¬ 
ducted.  Full  name.  Social  Security  Account  Number. 

Record  access  procedures:  Instruction  and  measurement  unit  in 
Department  at  Center  where  training  conducted.  Full  name  and  so¬ 
cial  security  account  number. 


Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Training  Center  Organizational  Directo¬ 
ry- 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  OJ  TTSB 

System  name:  Graduate  Evaluation  Master  File 

System  locatioa:  Air  Training  Command  Technical  Training  Cen¬ 
ters.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Categories  of  records  la  the  system:  Procedures  for  operating  the 
data  automation  of  graduate  evaluation  questionnaire  system. 

Anthority  for  malatenaace  of  the  system:  44  United  States  Code 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Field  evaluation  of  for¬ 
mal  school  graduates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Computer  magnetic  tape. 

Retrievahility:  SSAN  computerized. 

Safeguards:  Computer  fail  safe.  Records  are  accessed  by 
authorized  personnel  who  are  properly  screened  and  cleared  for 
need-to-know  and  those  servicing  the  record  system  in  performance 
of  their  official  duties. 

Retention  and  disposal:  Destroy  when  purpose  has  been  served 
by  tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Headquarters  ATC  Standards  and 
Evaluation  Directorate  Evaluation  Division,  Randolph  Air  Force 
Base,  TX  78148. 

Notifleatioa  procedure:  Headquarters  Technical  Training  Centers, 
Standards  and  Evaluation  Directorate,  Evaluation  Division  (TTSE). 
Randolph  Air  Force  Base  TX  78148. 

Record  access  procedures:  Centers  TTSE  Organizational  Directo¬ 
ry.  Full  name  or  social  security  account  number. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Centers  TTSE  Organizational  Directory. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  OJMPLSA 

System  name:  Source  Support  and  Control  Data  Basic  Trainee 
Records 

System  location:  Headquarters  Basic  Military  Training  School 
L4ickland  Air  Force  Base  TX  78236. 

Categories  of  individnals  covered  by  the  system:  All  enlisted  basic 
military  trainees. 

Categories  of  records  in  the  system:  Training  Summaries.  Flight 
Rosters  Appointment  Logs. 

Authority  for  maintenance  of  the  system:  44  United  States  Code 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  record  positive  or 
negative  progress  on  trainee  supervisors. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  notebooks  binders  and  file  cabinets. 

RetrievabilMy:  Name  and  social  security  account  number. 

Safeguards:  Access  by  authorized  personnel  administering  the 
system,  filed  in  locked  containers  and  cabinets. 

Retention  and  disposal:  Retained  in  office  files  for  6  months  after 
monthly  cutoff  then  destroyed  by  tearing  into  pieces,  burning, 
macerating,  shredding  or  pulping. 
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Syftca  ■•■agcr(f)  «ad  addrcM:  Commander  Bask  Military  Train¬ 
ing  School. 

NotUkatlon  proccdnrc:  Commander,  Bask  Military  Training 
School.  Name,  social  security  account  number,  birth  certifkate. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  froih  the  Commander  of  Bask  Military  Training 
Schools. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Enlistment  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FtllOl  OJMPLSC 

System  name:  Nelson  Denny  Reading  Test  Answer  Sheets 

System  location:  At  officer  training  school(OTS)  USAF  Lackland 
Air  Force  Base  TX  78236. 

Categories  of  individuals  covered  by  the  system:  All  officer 
trainees. 

Categories  of  records  in  the  system:  Name,  name  of  college,  date 
of  test,  flight  commander  score. 

Authority  for  maiatcaaace  of  the  system:  44  United  States  Code 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposn  of  such  uses:  Determine  whkh  offker 
trainees  need  remedial  reading. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders.  ^ 

RctrievabilUy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servking  the 
record  system  in  performance  of  their  official  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Retention  and  disposal:  Retain  for  class  duration  then  destroyed 
by  tearing  into  pkces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagerfs)  and  address:  OTS/MTC  Lackland  Air  Force 
Base  TX  78236. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Score  from  Nelson  Denny  Reading 
Test. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
FOllOl  OKPNQSA 

System  name:  Air  Force  Reserve  Officer  Training  Corps  (AFROTC) 
Membership  System 

System  location:  AFROTC/ACMA,  Maxwell  AFB  AL  36112.  Co- 
pks  pertaining  to  each  AFROTC  detachment  are  located  at  the 
respective  detachment. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notke. 

Categories  of  individuals  covered  by  the  system:  Senior  AFROTC 
contract  cadets  and  special  pursuing  students. 

Categories  of  records  In  the  system:  Name,  Social  Security  Ac¬ 
count  Number,  AFROTC  Detachment  number,  AFROTC 
Detachment  assignment.  Area  crosstown/consortium  student 
identification.  Reason  for  AFROTC  member  given,  type  AFROTC 
program,  AFROTC  Aerospace  studks  course,  AFROTC  member¬ 
ship.  status,  intial  AFROTC  category  when  first  enrolled,  current 
AFROTC  category,  reason  for  change.  Air  Force  officer  qualifying 
test  scores,  established  graduation  date,  current  established  com¬ 
missioning  date,  field  training  status,  AFROTC  member  field  train¬ 
ing  rating  academic  specialty,  date  entered  professional  offker 
course  training,  prior  military  service,  date  of  enlistment  in  the  Air 


Force  Reserve,  sex,  race,  date  of  birth,  AFROTC  college  scholar¬ 
ship  status,  AFROTC  Aerospace  studks  course  when  scholarship 
was  activated,  length  of  AFROTC  scholarship  entitlement,  date  of 
scholarship  activation,  estimated  date  of  scholarship  compktion. 
Junior  Reserve  Offker  Training  Corps/Civil  Air  Patrol  progression 
level.  Air  Force  Junior  ROTC  Corps  identifkr,  year  completed  Air 
Force  Junior  ROTC,  cumulative  grade  point  average,  type 
academk  credit.  Flight  Instruction  Program  Status,  category  eli^- 
bility,  servke  component,  personnel  accounting  symbol,  first  assig- 
ment,  additional  scholarship  information  is  proposed  for  future  use. 

Authority  for  maiutcnauce  of  the  system:  Titk  10  United  SUtes 
Code  Section  1031. 

Rontliie  uses  of  records  maiataioed  iu  the  system,  includ^  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  System  provides  cadet 
personnel  data  for  program  management.  Data  are  used  by 
detachments,  staff,  and  AFROTC  Commandant  to  manage  the  pro¬ 
gram.  Data  occasionally  used  by  United  States  Air  Force  and  De¬ 
partment  of  Defense  offkes,  organizations  and  agencks. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

RetrkvabiUty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Computerized  data  Transaction  Identifiers  (TI)  are  used  to 
retrieve  individual  records  from  the  system. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  offke  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

Computer  printouts  are  retained  one  year  in  offke  files  then 
transferred  to  staging  area  for  four  additional  years,  then  destroyed 
by  tearing  into  pkces,  shredding,  pulping,  macerating,  or  burning. 
Computer  history  tapes  are  retained  indefinitely. 

System  manager!*)  uid  address:  Chief,  Analysis  and  Evaluation 
Division,  AFROTC/ACM,  Maxwell  Air  Force  Base,  AL  36112. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requests  should  include  name,  social  security  account  number, 
detachment,  and  date  enrolled.  Applicant  should  present  driver's 
Ikense  or  SSAN  card. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Information  reported  by  the  individual  to  AFROTC  detachment 
personnel.  Data  are  then  forwarded  to  AFROTC  Headquarters. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
FOllOl  OKPNQSB 

System  name:  Four  Year  Reserve  Officer  Training  Corps 
(AFROTC)  Scholarship  Program  Files 

System  location:  At  Four  Year  AFROTC  Scholarship  Program 
Office,  Maxwell  Air  Force  Base  AL  36112;  at  AFROTC  and  Air 
Force  Junior  Reserve  Officer  Training  Corps  (AFJROTC) 
detachments;  at  AFROTC  area  admission  counselors  located  at 
selected  AFROTC  detachments;  to  congressman  at  their  request; 
AFROTC  detachment,  AFJROTC  units,  and  AFROTC  area  admis¬ 
sion  counselors.  Addresses  are  maintained  by  the  AFROTC  Com¬ 
mandant,  Maxwell  Air  Force  Base,  AL36112. 

Categories  of  tndividuals  covered  by  the  system:  Senior  and  Junior 
Air  Force  Reserve  Officers. 

Those  who  are  enrolled  in  the  four  year  AFROTC  scholarship 
program,  and  applicants  for  the  program. 

Categories  of  records  in  the  system:  AFROTC  administrative  unit; 
applicant's  address;  Air  Force  officer  qualifying  test  scores; 
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AFROTC  detkchment  located  At  the  educational  inatitution  to  be  at¬ 
tended  by  the  applicant;  AFROTC  detachment  which  the  applicant 
desires  to  attend;  AFJROTC  unit  attended  by  applicant;  college  en¬ 
trance  examination  board  scores;  applicant's  class  standing  and  size 
of  class;  applicant  disqualification  causes;  personal  interview  ac¬ 
tions  and  associated  waivers  as  required;  applicant  medical  status; 
applicant's  full  name,  AFROTC  program  qualification;  applicant 
medical  remedial  requirements;  applicant  scholarship  status;  appli¬ 
cant  social  security  account  numl^r;  applicant  test  qualification; 
civil  air  patrol  wing  attended;  applicant's  high  school  and  address; 
appUcant  high  school  decile  placement;  applicant  grade  point 
average,  applicant  telephone  number;  applicant  date  of  birth;  appU¬ 
cant  statement  of  understanding  and  intent;  medical  testing  faciUty; 
AFROTC  area  admission  counselor's  areas  of  responsibiUties;  ap¬ 
plicant  scholarship  choices;  AFROTC  four  year  central  scholarship 
selection  board  results;  applicant's  designated  scholarship;  civil  in¬ 
volvement  information  and  associated  waivers  as  required;  name  of 
educational  institution  to  be  attended  by  appUcant;  appUcant's  high 
school  principal  evaluation;  AFJROTC  instructor  evaluation  of  a 
cadet;  high  school  transcripts;  appUcation  forms. 

Authority  for  maintenance  of  the  system:  PubUc  law  88-647,  Title 
10,  United  States  Code,  Section  3107  and  amended  by  public  law 
92-166. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  AFROTC 
scholarship  program  office,  used  by  AFROTC  detachments,  and 
AFROTC  area  admission  counselors-purposes  and  uses  are  the 
processing  and  awarding  of  AFROTC  ^year  scholarships;  counsel¬ 
ing  appUcants  concerning  application  difficulties  and  problems;  and 
the  recruiting  of  appUcants  into  the  AFROTC  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  address:  Director  of  Senior  Programs, 
AFROTC,  Maxwell  Air  Force  Base,  AL  36112. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Directorate  of  Senior  Programs,  Chief,  Scholarship  Division; 
Chief,  4-year  Scholarship  Branch,  Maxwell  Air  Force  Base,  AL. 
Requests  should  include  the  full  name,  miUtary-appUcant  status, 
and  social  security  account  number  (SSAN)  or  military  service 
number.  Individuals  may  visit  the  AFROTC  scholarship  Programs 
Office,  Maxwell  Air  Force  Base  AL  36112.  Individuals  must  pro¬ 
vide  their  full  name,  military  applicant  status,  and  SSAN  or  service 
number. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  police  and  investigating  officers. 


Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certaia  provisioas  of  the  act:  NONE 
FOllOl  OKPNQSC 

Syptem  aaam:  Individual  Weight  Loss  Record. 

System  location:  At  Headquarters  Air  University,  Maxwell  Air 
Force  Base,  ALp6ll2. 

Categories  of  ladivIdBals  covered  by  the  system:  Personnel  in 
weight  control  program. 

Categories  of  records  la  the  system:  Record  of  individual  weights. 

Authority  for  maiatcaance  of  the  system:  44  United  States  Code 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  I^rpose-identify  person¬ 
nel  exceeding  weight  standards.  Users-commanders,  medical  per¬ 
sonnel  and  legal  staff.  Use-monitor  progress,  initiate  appropriate 
correction  action. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  aad  address:  Chief  Personnel  Plans.  HQ  Air 
University,  Maxwell  Air  Force  Base,  AL  36112. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requires  name  and  military  status.  Must  visit  office  of  system 
manager,  and  present  military  ID  card. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Coalestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioBs  of  the  act:  NONE 
FOllOl  OKPNQSD 

System  name:  Air  Force  Reserve  Officer  Training  Corps  (AFROTC) 
Guest  Lecture  Files 

System  location:  At  Headquarters  Air  University.  Maxwell  Air 
Force  Base,  AL  36112. 

Chief  of  protocol.  AFROTC/analysis  and  evaluation  division. 
Maxwell  Air  Force  Base  al  36112.  Copies  pertaining  to  each 
AFROTC  detachment  are  located  at  the  respective  detachment.  Of¬ 
ficial  mailing  addresses  of  the  detachments  are  in  the  Department 
of  Defense  Directory,  in  the  appendix  to  the  Air  Forces  system 
notice. 

Categories  of  individuals  covered  by  the  system:  Prominent  milita¬ 
ry  or  civilian  personnel  who  are  used  as  guest  lecturers  at  Air 
University,  professional  military  education  (PME)  schools. 

Categories  of  records  in  the  system:  Records  data  pertaining  to  in- 
dividud  guest  lecturer  including  name,  address,  lecture  subject, 
number  of  personnel  accompanying,  dates  of  lecture,  funds 
obligated  and  rating  given  lecturer. 
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Astbority  for  aialiitnoacc  of  the  tyatcM:  44  United  States  Code 
3101. 

Routine  uses  of  records  maintained  in  the  system,  inclndint  catego* 
rics  of  users  and  the  purposes  of  such  uses:  Used  by  faculty  of 
professional  military  education  schools  to  administer  guest  lecture 
program.  Rating  given  to  determine  continued  use/value  of  lecturer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  necd-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Chief  of  Protocol,  Headquarters. 
Air  University,  Maxwell  Air  Force  Base,  AL  36112,  submanagers- 
director  of  administration  at  Applicable  professional  military  educa¬ 
tion  schools.  Offical  mailing  addressis  are  contained  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendex  to  the  Air  Force  system 
notice. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Applicable  submanager.  Require  full  name,  proof  of  identity. 
May  visit  office  of  chief  of  protocol,  submanager  and  present  proof 
of  ^entity. 

Record  access  procedures;  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  lecturer,  host  officer,  ac¬ 
counting  and  finance.  Rating  given  by  professional  evaluation  per¬ 
sonnel  which  is  derived  from  student  and  faculty  critiques. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F011O1  OOJUBJA 

System  name:  Personnel  Management  Information  System 

System  location:  HQ  Air  Force  Data  System  Design  Center 
(AFDSDC/LG),  Gunter  Air  Force  Station,  Alabama  361 14. 

Categories  of  individuaU  covered  by  the  system:  Personnel  as¬ 
signed  to  the  AFDSDC/LG. 

Categories  of  records  in  the  system:  Records  of  authorized  posi¬ 
tions  and  assigned  personnel  data. 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  managers  and 
supervisors  for  information  as  to  authorized  and  assigned 
resources. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  card  files. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Name,  office  symbol,  rank/grade,  and  Air  Force 
specialty  code. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Chief,  Systems  Management  Of¬ 
fice.  AFDSDC. 

Notifkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

f 


Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procednres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  or  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  OSAWUBB  ' 

System  name:  Source  Support  •  Control  Data 

System  location:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force's  systems  notice. 

Categories  of  individuaU  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  in  the  system:  Standard  evaluation  examina¬ 
tion  record. 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  type  examination 
and  grade  for  transfer  to  permanent  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dUposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Chief,  Standardization  Evaluation 
Division. 

Deputy  Chief  of  Staff/Research  and  Development,  Headquarters 
Unit^  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  frt>m  the  Systems  Manager. 

Contesting  record  procednres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Examination  papers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  OUJCGJA 

System  name:  Career  Development  Graduates  Historical  Roster 

System  location:  United  States  Air  Force  School  of  Applied  Cryp¬ 
tologic  Science  (USAFSACS)  Goodfellow  Air  Force  Base  TX 
76901 

Categories  of  individuals  covered  by  the  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel. 

Air  Force  active  duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  in  the  system:  Machine  data  record. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012. 

Routing  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  USAFSACS  to 
identify  graduates  over  a  six-month  period. 

Policies  and  practices  for  storing,  retrieviug,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  controlled  by  computer  system  software. 
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RetcalloM  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  teanng  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerts)  aad  address:  USAFSACS. 

NotUicatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coolestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  OUJCGJC 

System  name:  Career  Development  Course  EnroUees 

System  location:  United  States  Air  Force  School  of  Applied  Cryp¬ 
tologic  Science  (USAFSACS).  Goodfellow  Air  Force  Base  TX 
76901. 

Categories  of  iadividnals  covered  by  the  system:  Army.  Navy  and 
Marine  Corps  active  duty  military  personnel. 

Air  Force  active  duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  ia  the  system:  Machine  data  record. 

Authority  lor  maintenaace  of  the  system:  10  United  States  Code 
8012. 

Routine  uses  of  records  maiataiaed  la  the  system,  iacludlag  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  identify  persons 
currently  enrolled  in  course. 

Policies  and  praetkes  for  storing,  aatrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

RetrievabilHy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  controQed  by  computer  system  software. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  address:  USAFSACS. 

Notlficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  (hitial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  eertain  provisions  of  the  act:  NONE 
FOllOl  02  ALSB 

System  name:  Complaints  and  Inquiries 

System  location:  Office  of  Inspector  General.  Alaskan  Air  Com¬ 
mand.  APO  Seattle  98742 

Categories  of  indivMnals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  who  have  submitted  complaints  or  Congressional 
inquiries. 

Categories  of  records  in  the  system:  Complaint  information  con¬ 
sisting  of  name,  grade,  organization,  date  complaint  received,  type 
complaint,  and  action  taken. 

Authority  for  maintenance  of  the  system:  10  USC  8032,  Armed 
Forces  -  Air  Staff  -  General  duties. 

Routlae  uses  of  reeords  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Cross  reference  to  case 
files  and  source  of  statistical  information  for  reports.  Category  of 
user.  Inspector  General  complaints  system  personnel. 


Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

RetrievahilMy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Inspector  General,  Alaskan  Air 
Command. 

Notlficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Units  complaints  personnel  and  Con¬ 
gressional  channels. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOllOl  02  ALSC 
System  name:  Inspection  Augmentor  Data 

System  location:  At  Office  of  Inspector  General,  Alaskan  Air 
Command.  APO  Seattle  98742 

Categories  of  individuals  covered  by  the  system:  Alaskan  Air  Com¬ 
mand  civilian  and  military  personnel  designated  as  augmentors  for 
the  conduct  of  inspections 

Categc»ries  of  records  in  the  system:  Name,  specialty,  training  and 
experience  data,  personal  identification  data,  and  security  clearance 
data. 

Authority  for  maintenance  of  the  system:  10USC8032 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Provides  readily  availa¬ 
ble  data  on  prospective  inspection  augmentors.  Category  of  user. 
Personnel  assigned  to  Office  of  Inspector  General. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposiag  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrlevahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Inspector  General,  Alaskan  Air 
Command. 

Notlficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual’s  organization  and  Office  of 
Inspector  General. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  DAYX  A 

System  name:  Base.  Unit,  and  Organizational  Military  and  Civilian 
Personnel  Locator  Files 

System  location:  At  Headquarters,  United  States  Air  Force,  and 
at  Air  Force  Installations,  to  include  bases,  units,  offices,  and  func¬ 
tions.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notices. 

Categories  of  individuals  covered  hy  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 
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Air  Force  Reserve  Personnel,  Air  Force  civilian  employees.  De¬ 
pendents  may  be  included  at  the  option  of  the  installation,  unit,  or 
organization. 

Cale^oiict  of  records  In  the  system:  Cards  or  listings  may  contain 
the  individuals  name,  grade,  military  service  identification  number, 
social  security  account  number,  duty  location,  office  telephone 
number,  'residence  address  and  residence  telephone  number,  and 
similiar  type  personnel  data  determined  to  be  necessary  by  the  IcKal 
authority. 

Authority  for  maintcnaut'*  of  the  system:  Chapter  31,  Title  44, 
United  States  Code,  Section  3101 

RottUuc  uses  of  records  maiatalucd  in  the  system,  iuclndiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  locate  personnel 
assigned  to,  attached  to,  tenanted  on,  or  on  temporary  duty  at  the 
specific  installation,office,base,  unit  .function,  and/or  organization 
in  response  to  specific  inquiries  from  official  government  activities 
for  the  conduct  of  business.  FUes  are  used  locally  to  locate  and  ad¬ 
minister  programs  and  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  paper  records  in  card  or  form  media. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  in  card  filet. 

Maintained  on  computer  paper  printouts. 

RetrievabiUty:  Filed  by  Name.  • 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagerfs)  and  addrem:  Primary  location:  Director  of  Ad- 
ministratioo.  Headquarters,  US  Air  Force,  Washington,  DC  Decen¬ 
tralized  Location:  Mvacy  officer  of  the  installation,  base,  unit,  or¬ 
ganization,  office  or  function  to  which  the  individual  is  assigned, 
attached,  tenanted  on  or  on  temporary  duty.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendix 
to  the  Air  Force's  systems  notice. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Individual  must  furnish  full  name,  and  the  names  of  Air  Force  in¬ 
stallation,  unit  and  organization, off  ice, or  function  to  which  as¬ 
signed,  attached,  tenanted  on  or  on  temporary  duty  at,  including 
the  calendar  years  of  such  service.  The  individual  may  visit  the 
Locator  Office  or  Privacy  Officer  at  the  place  of  assignment.  No 
identification  is  required  to  determine  if  the  system  contains 
records  pertaining  to  a  specific  individual. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesthig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Also  from  individuals  and  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  DPPPN  1 

System  name:  Responses  to  Congressional  Inquiries 

System  location:  Deputy  Chief  of  Staff/Personnel,  Headquarters, 
US  Air  Force,  Washington,  DC  20330 

Categories  of  ladividnals  covered  by  tbc  system:  Active  duty  en¬ 
listed  personnel  upon  whom  Congressional  inquiries  have  been 
received/processed. 

Categories  of  records  ia  tbc  system:  Case  files  may  contain  copy 
of  inquiry  from  Congressman  and  letter  from  individual,  message  to 
airman’s  unit  requesting  counseling  and  information  from  airman’s 
records,  message  from  Consolidated  Base  Personnel  Office  (CBPO) 
containing  results  of  counseling  and  requested  information,  copy  of 
proposed  reply  to  the  Congressman.  Statistical  information  may  in¬ 
clude  Total  Active  Federal  Military  Service  Date  (TAFMSD),  Air¬ 
man  Qualifying  Examination  (AQE)  scores.  Date  of  Separation 


(DOS),  date  awarded  temi-skiUed  level  Air  Force  Specialty  Code 
(AFSC),  Primary,  Control,  Secondary,  and  Duty  Air  Force  Special¬ 
ty  Code  (DAFSC),  information  on  technical  school  or  On-The-Job 
Training  (OJT)  and  other  information  concerning  eligibility  and 
qualification  for  retraining. 

Authority  for  maiutenaucc  of  the  system:  Title  10,  United  States 
Code,  Section  8032. 

Routine  uses  of  records  maintaiued  iu  the  system,  iuciuding  catego¬ 
ries  of  users  aud  the  purposes  of  such  uses:  Files  are  reviewed 
periodically  during  calendar  year  to  determine  trends  on  nature  of 
complaints  or  questions;  also  information  in  the  file  is  reviewed  if  a 
new  inquiry  from  tame  individual  it  received. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  ia  tbc  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

To  provide  information  to  the  Congressman  concerning  the  air¬ 
man’s  complaint  or  question. 

Rctrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managcr(s)  and  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force,  Washington,  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  acceu  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  provided  by  major  com¬ 
mand  or  CBPO  personnel  or  obtained  from  manual  or  automated 
personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  DPXVE.C 

System  name:  Congressional  Correspondence 

System  location:  At  headquarters  of  major  subordinate  com¬ 
mands,  numbered  Air  Forces,  or  comparable  levels.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

and  Office  of  the  Secretary  of  the  Air  Force  Office  of  Legisla¬ 
tive  Liaison  Congressional  Inquiry  Division  Washington,  D.C. 
20330  (HQ  USAF/SAFLL) 

Categories  of  individuals  covered  by  the  system:  All  personnel, 
military  and  civilian,  who  submitted  a  request  for  assistance  or  in¬ 
formation  to  a  Congressional  member  during  the  current  calendar 
year  concerning  •  Air  Force  or  Air  Reserve  Forces  personnel 
procurement  policy  and/or  procedures. 

Categories  of  records  in  the  system:  Original  (or  copy)  of  con¬ 
stituent’s  request  for  assistance  or  information,  transmittal  cover 
letter  from  Air  Force  Legislative  Liaison  (SAF/LL),  coordination 
copy  of  proposed  response  furnished  to  SAF/LL,  and  carbon  copy 
of  SAF/LL  reply  to  the  appropriate  Congressional  member. 
Background  information  pertaining  to  the  Air  Force  procurement 
policy  or  procedure  on  which  information  is  being  furnished  may 
also  be  maintained  in  some  cases. 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code,  Section  8012  and  Section  8032,  Title  44  United  States  Code  , 
Section  3101. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  the 
record  system  is  collected  to  provide  the  information  requested  by 
the  constituent  and  pertains  only  to  that  individual  request.  The  in¬ 
formation  collected  is  then  forwarded  to  SAF/LL  for  use  in  provid¬ 
ing  a  response  to  the  appropriate  Congressman.  Such  information 
may  be  utilized  to  provide  answers  to  requests  for  similar  informa- 
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tioB  or  to  provide  further  infonnatioa  in  responae  to  a  follow-up 
inquiry  on  behalf  of  the  same  individual.  This  information  is  pro¬ 
vided  the  Congress  and  is  furnished  through  the  offices  of  the  De¬ 
partment  of  the  Air  Force. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  rctnining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrievabilHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoois)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  transferred  to  a  staging  area  for  one  additional  year, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning. 

System  managcr(s)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

Notifkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Air  Force  Policy  and  Procedures  copies 
of  inquiries,  constituent’s  comments/requests  and  replies  generated 
by  respective  agency  officials. 

Systems  csempicd  from  certaia  provisloiis  of  the  act:  NONE 
F011«2  DPXVH  P 

System  name:  Congressional  Inquiries 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

And  Office  of  the  Secretary  of  the  Air  Force  Office  of  Legisla¬ 
tive  Liaison  Congressional  Inquiry  Division.  Washington,  DC  (HQ 
USAF/SAF/LL,  Washington,  DC  20330) 

Categories  of  Individuals  covered  by  thk  system:  The  categories  of 
individuals  on  whom  records  are  maintained:  AD  personnel,  military 
and  civilian,  who  submitted  a  request  for  assistance  or  information 
to  a  Congressional  member,  the  White  House.  Inspector  General 
(IG),  or  other  high  level  persons  during  the  current  calendar  year 
concerning  Air  Force  policy  and/or  procedures  on  housing. 

Categories  of  records  In  the  system:  Original  (or  copy)  of  in¬ 
dividual's  request  for  assistance  or  information,  transmitt^  cover 
letter  from  the  Office  of  the  Secretary  of  the  Air  Force.  Legislative 
Liason  (SAF/LL),  coordination  copy  of  proposed  response 
furnished  to  SAF/LL.  and  background  information 

Authority  for  maintenance  of  the  system:  Title  K)  United  States 
Code,  Sections  8012  and  8032;  Title  44  United  States  Code,  Section 
3101 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  the 
record  system  is  collected  to  provide  the  information  requested  by 
the  individual  and  pertains  only  to  that  individual  request.  The  in¬ 
formation  collected  is  then  forwarded  to  SAF/LL  for  use  in  provid¬ 
ing  a  response.  Such  information  may  be  utilized  to  provide  an¬ 
swers  to  requests  for  similar  information  or  to  provide  further  in¬ 
formation  in  response  to  a  foUow-up  inquiry  on  behalf  of  the  same 
individual.  This  information  is  provided  the  Congress  and  is 
furnished  through  the  offices  of  the  Department  of  the  Air  Force. 
Timely  responses  to  inquiries  from  members  of  Congress,  The 
White  House.  IG,  and  other  high  level  inquiries. 

Policies  and  practices  for  storing,  retrieving,  ncccssing,  retaining, 
and  disposing  of  records  in  the  system: 

Stomgc:  Maintained  in  visible  fOe  binders/cabinets. 

Rctricvabillty:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personfs)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 


Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Retained  for  one  year  after  end  of  year  in 
which  the  case  was  closed,  transferred  to  a  staging  area  for  one  ad¬ 
ditional  year,  then  destroyed  by  tearii^  into  pieces,  shredding, 
pulping,  macerating, or  burning. 

System  manager(s)  and  addrem:  Deputy  Chief  of  Staff.  Programs 
and  Resources.  Headquarters  USAF,  Washington,  DC  20330. 

NotMcation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appeahng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Air  Force  policy  and  procedures; 
responses  to  inquiries  from  members  of  Congress,  the  White 
House,  Inspector  General  and  other  high  level  agencies;  copies  of 
responses  generated  thereto. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FtillOl  DPXVV  E 

System  name:  Congressional  Inquiries/Legislative  Liaison 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

And  Office  of  the  Secretary  of  the  Air  Force;  Office  of  Legisla¬ 
tive  Liaison,  Congressional  Inquiry  Division  Washington,  DC  (HQ 
USAF/SAF/LL.  Washington,  DC  20330) 

Categories  of  individuals  eovered  by  the  system:  AD  personnel, 
military  and  civilian,  who  submitted  a  request  for  assistance  or  in¬ 
formation  to  a  Congressional  member  during  the  current  calendar 
year  concerning  Air  Force  •  or  Air  Reserve  Forces  personnel 
procurement  policy  and/or  procedures. 

Categories  of  records  in  the  system:  Original  (or  copy)  of  con¬ 
stituent’s  request  for  assistance  or  information,  transmittal  cover 
letter  from  the  office  of  The  Secretary  of  the  Air  Force,  Legislative 
Liaison  (SAF/LL),  coordination  copy  of  proposed  response 
Furnished  SAF/LL,  and  carbon  copy  of  SAF/LL  reply  to  the  ap¬ 
propriate  Congressional  member.  Background  information  pertain¬ 
ing  to  the  Air  Force  procurement  policy  or  procedure  on  which  in- 
formatiom  is  being  fumihsed  may  also  be  maintained  in  some 
cases. 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code  Section  8012  8012  and  Section  8032;  Title  44  United  States 
Code  Section  3101 

Rontiac  uses  of  records  maiataincd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  the 
record  system  is  collected  to  provide  the  information  requested  by 
the  constituent  and  pertains  only  to  that  individual  request.  The  in¬ 
formation  coDected  Is  then  forwarded  to  SAF/LL  for  use  in  provid¬ 
ing  a  response  to  the  appropriate  Congressman.  Such  information 
may  be  utilized  to  provide  answers  to  requests  for  similar  informa¬ 
tion  or  to  provide  further  information  in  response  to  a  foDow-up 
inquiry  on  behalf  of  the  same  individual.  This  information  is  pro¬ 
vided  the  Congress  and  is  furnished  through  the  offices  of  the  De¬ 
partment  of  the  Air  Force. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rctricvabllity:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoa(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Retained  for  one  year  after  end  of  year  in 
which  the  case  was  closed,  transferred  to  a  staging  area  for  one  ad¬ 
ditional  year,  then  destroyed  by  tearing  into  pieces,  sluredding, 
pulping,  macerating  .or  burning. 

System  managcr(s)  and  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 
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NotMkatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Copies  of  inquiries  from  constituents 
and  Congressman’s  remarks  and  replies  prepared  by  agency  offi¬ 
cials. 

Systems  esempted  from  certain  provbions  of  the  act:  NONE 
F01102  LLI  A 

System  name:  01 102  LLI_  A  Microfilm  Records  Congres¬ 
sional/Executive  Inquiries 

System  location:  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Air  Force  civilian  employees 
and  former  Air  Force  civilian  employees.  Air  Force  Reserve  and 
Air  National  Guard  personnel.  Retired  Air  Force  military  personnel. 
Retired  Air  Force  general  officers.  Union  or  Association  manage¬ 
ment  personnel.  Air  Force  Academy  nominees/applicants.  Air 
Force  Academy  cadets.  Senior  and  Junior  Air  Force  Reserve  Of¬ 
ficers.  Dependents  of  military  personnel.  Anyone  who  has  written 
to  the  President  or  a  Member  of  Congress  regarding  an  Air  Force 
issue. 

Categories  of  records  la  the  system:  Copies  of  applicable  Congres¬ 
sional/Executive  correspondence  and  Air  Force  replies. 

Authority  for  mafastcaaace  of  the  system:  10  United  States  Code 
8012  and  3  United  States  Code  7102. 

Rootlae  uses  of  records  malatalocd  la  the  system,  lacludlag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Information  is  used  as  a 
reference  base  in  the  case  of  similar  inquiries  from  other  Members 
of  Congress,  in  behalf  of  the  same  Air  Force  issue  and/or  follow-up 
by  the  same  Member.  Information  may  also  be  used  by  appropriate 
Air  Force  offices  as  a  basis  for  corrective  action  and  for  statistical 
purposes. 

Policies  aad  practices  for  storiag,  retrieving,  accessing,  retaiaiag, 
aad  disposing  of  records  hi  the  system: 

Storage:  Maintained  in  card  files  and  on  aperture  cards. 

Retricvahillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  per$on(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms. 

Retention  and  disposal:  Current  year  plus  2  years  of  microfilm 
records  will  be  retained  in  the  office,  then  destroyed  by  tearing, 
shredding,  macerating,  pulping  or  burning. 

System  managerfs)  and  address:  Director  of  Legislative  Liaison, 
Office  of  the  Secretary  of  the  Air  Force,  Headquarters  United 
States  Air  Force,  Washington  DC  20330. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Personnel  Records.  Congressional  and 
Executive  inquiries  and  information  from  Air  Force  offices  andor- 
ganizations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  OBXQPCA 

System  name:  Student  Information  Cards 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individnals  covered  hy  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Student  Information 


Authority  for  maintenance  of  the  system:  I0USC80I2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Locator  information  on 
each  Air  Force  Academy  Cadet  to  include  telephone  numbers,  and 
periods  that  they  are  free  for  flying  training. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievabilhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Stored  in  locked  cabinets  or  rooms 

Retention  and  disposal:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commander,  SS7th  Flying  Train¬ 
ing  Squadron  (ATC),  USAF  Academy,  CO  808M 

Notifleation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  the  student 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  OYUEBLA 

System  name:  Locator  or  Personnel  Data. 

System  location:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individnals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Personnel  index,  identifies  in¬ 
dividual  by  name  and  social  security  account  number  (SSAN).  Con¬ 
tains  personal  data  on  life,  career,  and  family. 

Authority  tor  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  An  administrative 
reference  file  for  Air  Force  Managers  to  use  for  personnel  under 
their  supervision.  Permits  immediate  access  to  such  information  as 
emergency  address,  telephone  numbers,  birth  dates,  name  of 
spouse,  and  personal  information  as  required  in  day-to-day  opera¬ 
tion  of  an  Office  or  unit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Maintained  in  card  fUes. 

RetrievabilHy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Director  of  Administration 
Headquarters  AFCS  and  Administration  Officers  at  all  other  levels. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  may  be  obtained  from  the  Systems 
Manager 

Record  aoorcc  categories:  Information  obtained  from  source  docu¬ 
ments  tsnch  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

System  eaempSed  from  ceriaM  proriaioas  of  the  act:  NONE 
F«lie2  REPX  D 

System  name:  Congressional  Inquiry  File 

System  location:  At  Headquarters  United  States  Air  Force. 
Washington  DC  20^^0 

At  Washington  National  Records  Center,  Washington  DC  20409. 

('ategories  of  individuals  covered  by  the  system:  Record  of  inquiry 
and  reply  mainUined  for  all  inquiries  received  from  Congressmen 
about  a  constituent,  provided  the  inquiry  is  limited  to  personnel 
matters 

Categories  of  records  in  the  system:  Files  are  limited  to  those 
mquiries  involving  personnel  matters.  Material  maintained  consists 
of  congressman's  inquiry,  copy  of  reply,  and  any  back-up  material 
received  from  the  field  or  back-up  notes  taken  by  phone,  limited  to 
information  necessvy  to  complete  reply. 

Authority  lor  maintenance  of  the  system:  Title  10  United  States 
Code  Section  8012  and  Section  8032. 

Routine  uses  of  records  malnlaincd  in  the  system,  inclndittg  catego¬ 
ries  of  users  and  the  parpaaca  of  such  uses:  File  is  used  only  for  of¬ 
fice  convenience  in  event  of  further  inquiry.  Users  are  Chief  of  Air 
Force  Reserve,  Personnel  Division,  I^rsonnel  Plans  Branch  and 
Office  of  the  Secretary  of  the  Air  Force  Office  of  Legislative 
Liaison. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  dtsposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  transferred  to  a  staging  area  for  one  additional  year, 
then  retired  to  Washington  National  Records  Center,  Washington 
DC  20409,  for  permanent  retention. 

System  managcrls)  and  address:  Deputy  Chief  of  Staff /Personnel, 
Headquarters  United  States  Air  Force. 

NotMIcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Copies  of  inquiries,  constituent’s  comments  or  requests  and 
replies  generated  by  respective  agency  official. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Recorc  source  categories:  Information  obtained  from  individuals 
concerned. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F011h2  SGA  B 

System  name:  Medical  Service  Corps  Personnel  Files 

System  locatioa:  At  Headquarters  United  States  Air  Force. 
Washington  DC  20330. 

Categories  of  ladividuals  covered  hy  the  system:  All  active  duty 
and  retired  or  separated  medical  service  corps  officers. 

Categories  of  records  in  the  system:  File  contains  personal  cor¬ 
respondence  to  and  from  individual  medical  service  corps  officers 
and  forms  relating  to  assignment,  extension.  Air  Force  Specialty 
Code,  and  other  selected  documents.  > 

Authority  for  maintenance  of  the  system:  Title  10,  US  Code,  Sec¬ 
tion  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  sole¬ 
ly  for  the  purpose  of  recommending  individuai  for  assignment,  ex¬ 
tension,  statistical  data,  promotion  or  advanced  training. 


Policies  and  practiecs  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Rctrievahility:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Records  are  retained  in  active  file  as  long 
as  officer  is  on  active  duty.  Records  are  retained  in  inactive  file 
one  year  from  date  of  retirement,  resignation,  or  separation,  and 
are  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating  or  burning. 

System  managcr(s)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

The  Surgeon  General,  Headquaters  United  States  Air  Force. 
Washington,  DC  20330 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Maaager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access' to 
records  and  for  contesting  and  appeabng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  from  Senior  Medical  Service  Corps  officers  and  US 
Air  Force  Military  Personnel  Center. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F011R2  SGA8  B 

System  name:  Personnel  Locator  Cards 

System  location:  Headquarters  United  States  Air  Force,  Surgeon 
General.  Wash.,  DC  20314 

Categories  of  individuals  covered  hy  the  system:  All  Assigned  Mili¬ 
tary  and  Civilian  Personnel 

Categories  of  records  in  the  system:  Personnel  Locator  Cards 

Authority  for  maintenance  of  the  system:  Title  10.  USC,  Section 
133 

Rootinc  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  asm:  Identificatioa  of  As¬ 
signed  Personnel  Used  by  Unit  of  Assignment  for  Identification 
Purposes 

Policies  and  practiccs  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

RctrievahilRy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  aad  disposal:  Retained  in  office  Hies  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  aad  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Assigned  Individuals 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F«ll«2  SGPC  C 

System  name:  Professional  Inquiry  Records  System 

System  locatioa:  At  Headquarters  United  States  Air  Force,  Office 
of  the  Surgeon  General,  Directorate  of  Professional  Services,  Clini¬ 
cal  Medicine  Division,  1000  Independence  Avenue,  Washington, 
DC  20314. 

Categories  of  individuals  covered  by  the  system:  Persons  who  have 
corresponded  with  a  member  of  Congress,  White  House,  or  other 
high  level  federal  or  state  executive  officials  concerning  the  profes¬ 
sional  aspects  of  care  provided  in  Air  Force  medical  facilities. 
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Cattt*rict  of  records  la  the  systca:  File  cooUins  copies  of  all  cor¬ 
respondence  concerning  the  inquiry;  substantiating  documents, 
such  at  written  correspondence  or  memorandums  of  telephone  con¬ 
versations  with  the  appropriate  medical  facility,  draft  replies,  medi¬ 
cal  records  and  any  other  background  data. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  8012 

Rootiae  uses  of  records  maintained  in  the  system,  incindiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  as 
background  data  for  statistical  presentations,  and  historical 
evidence  for  repeat  inquiries  by  the  same  individuals.  Portions  of 
records  may  be  loaned  or  copies  provided  to  ther  Department  of 
Defense  activities  for  use  as  background  data  in  evaluating  inqui¬ 
ries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  pcrfomance  of  their  official  duties. 

Records  are  protected  by  guards. 

.  Retention  and  dbposal;  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Washington  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

,  name,  social  security  number  of  sponsor. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F011«2  SGPS  D 

System  name:  Files  of  Waiver  from  flying  duty  (WAVR  FILE) 

System  location:  At  Headquarters  United  States  Air  Force  and 
major  command  headquarters.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

Categories  of  individuals  covered  by  the  system:  This  record 
system  is  maintained  on  all  active  duty  Air  Force  officers  who  have 
been  considered  for  medical  waiver  for  flying  duty  due  to  condi¬ 
tions  defined  as  serious  illness  or  for  medical  waiver  for  flying 
training. 

Categories  of  records  in  the  system:  This  record  system  contains 
the  following  categories  of  information:  name,  social  security  ac¬ 
count  number,  date  of  birth,  aeronautical  rating,  base  of  assign¬ 
ment,  command  of  assignment,  expiration  date  of  waiver,  initial 
date  of  waiver,  intial  waiver  authority,  renewal  waiver  date,  and 
renewal  authority. 

Authority  for  maintenauce  of  the  system:  Title  10,  USC,  Section 
8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  tabulate,  in 
computerized  form,  medical  data  on  rated  active  duty  personnel 
who  have  a  medical  waiver  for  flying  duty. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retricvahillty:  Filed  by  Name. 


Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  and  dispooal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  /Office  of  the  Surgeon  General, 
Headquarters,  US  Air  Force,  Forrestal  Bldg,  Washington  DC  20314 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  SGPS  F 

System  name:  High  Level  Inquiry  File 

System  location:  HQ  USAF,  Surgeon  General,  (SGPS),  Forrestal 
Bldg,  Washington,  DC  20314 

Categories  of  individuals  covered  by  the  system:  This  record 
system  is  composed  of  file  copies  of  high  level  inquiries  regarding 
medical  criteria  for  Air  Force  accession;  separation;  retirement; 
continued  active  duty;  and  medical  waivers  for  flying  duty. 

Categories  of  records  In  the  system:  This  file  contains  medical 
opinions  generated  as  a  result  of  high  level  inquiries  regarding  Air 
Force  accession,  separation,  retirement,  continued  active  duty,  and 
medical  waivers  for  flying  duty. 

Authority  for  maintenance  of  the  system:  Title  10,  USC,  Section 
8012 

Routine  uses  of  records  maintained  in  the  system,  iacluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  record  system  is 
used  as  a  cross  reference  to  determine  if  action  has  been  taken  in 
response  to  high  level  inquiry. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

In  unlocked  filing  cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retentloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  addrem:  Surgeon  General,  USAF,  For¬ 
restal  Bldg,  Washington  DC  20314 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  SGV  A 
System  name:  Veterinary  Personnel  Files 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
and  retired  or  separated  veterinary  officers 

Categories  of  records  ia  the  system:  File  contains  personal  cor¬ 
respondence  to  and  from  individual  veterinary  officer  and  forms 
relating  to  assignment,  extension.  Air  Force  Specialty  Code, 
promotion,  and  other  selected  documents. 
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Aatkorit;  for  aalBtcBaBcc  of  Ike  lysfca:  Title  10,  US  Code,  Sec¬ 
tion  0012. 

Roottec  ntes  of  records  mainUiaed  in  tke  system,  Incladiag  catego¬ 
ries  of  asers  aad  tke  parpooes  of  sack  uses:  Information  is  used  sole¬ 
ly  (or  the  purpose  of  recommending  individual  for  assignment,  ex¬ 
tension  or  advanced  training. 

Policies  and  practices  for  storing,  retrieving,  accessfasg,  retaiaiag, 
aad  disposing  of  records  ia  tke  system: 

Storage:  Maintained  in  file  folders. 

Rctrievakility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

ReteatioB  and  disposal:  Records  are  retained  in  active  file  as  long 
as  officer  is  on  active  duty.  Records  are  retained  in  inactive  file 
one  year  from  date  of  retirement,  resignation,  or  separation.  Then 
they  are  destroyed  by  tearing  into  pieces.shredding,  pulping, 
macerating  or  burning. 

System  maaagerts)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Washington,  DC  20330. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Recoril  source  categories:  Information  obtained  from  educational 
institutions. 

Information  from  Command  the  AF  Veterinarians  and  the  AF 
Military  Personnel  Center  Records. 

Systems  exempted  from  certaia  provlsioas  of  tke  act:  NONE 
F01102  OIACYVA 

System  name:  01102  OIACYVA  Congressional  Inquiries. 

System  location:  at  Air  Reserve  Personnel  Center,  (ARPC),  7300 
East  First  Avenue,  Denver,  CO  80280. 

Categories  of  individttals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel.  Retired  Air  Force  mili¬ 
tary  personnel.  Retired  Air  Force  general  officers. 

Categories  of  records  ia  the  system:  Routine  and  noncontroversial 
communications  from  and  to  members  of  Congress  relating  to  un¬ 
classified  information  such  as  requests  from  military  personnel  for 
discharge  or  reassignment  or  other  similiar  type  of  correspondence 

Authority  for  maiateaaace  of  the  system:  Title  10  US  Code  Sec¬ 
tion  1034. 

Routlae  uses  of  records  malataiacd  ia  the  system,  iaciadiag  catego¬ 
ries  of  users  and  the  purposes  of  sock  uses:  Used  to  obtain  informa¬ 
tion  for  an  interested  member  of  Congress  pertaining  to  personal 
problems  relating  to  the  Reserve  of  the  Air  Force.  Used  by  piilitary 
personnel  clerks  for  replying  to  Congressmen. 

Policies  and  practices  for  storing,  retrieviag,  accessing,  retaining, 
and  dbposiag  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabiiity:  Filed  by  Name.  Filed  by  Social  Security  Number 
(SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retcatioa  aad  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maBagcr(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC)  7300  East  First  Avenue,  Denver  Co  80280. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Dolorado  80280.  Written  requests 
for  information  should  contain  fuU  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 


Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  SSN  at  time 
of  discharge. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver  CO  80280, 
telephone  (303)  394-4667. 

Contestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  information  from  members  of  Congress 

Systems  exempted  from  certaia  provisions  of  the  act:  NONE 
pel  102  OIACYVB 

System  name:  01 102  OIACYVB  Locator  Personnel  Data. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  military  personnel.  Air  Force  Reserve  and  Air  National  Guard 
personnel.  Retired  Air  Force  military  personnel.  Former  military 
personnel  and  ARPC  civilian  employees. 

Categories  of  records  in  the  system:  Cards,  ledgers,  record  request 
containing  individual's  name  or  names,  social  security  account 
number,  and  personnel  data,  which  can  contain  summary  of  action 
taken  or  to  be  taken. 

Authority  tor  maintenance  of  the  system:  Section  10  US  Code  267, 
268,  269,  270,  271,  273,  275,  279. 

Routine  uses  of  records  maintaiacd  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  control  records 
distribution,  to  record  location  of  record,  actions  taken  or/to  be 
taken  used  to  manage  individual's  records,  to  answer  inquiries  from 
individual  and  Air  Force  units  to  which  individuals  are  assigned  or 
to  be  assigned. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaiaiag, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders,  in  note  books/binders,  in  visi¬ 
ble  file  binders/cabinets,  in  card  files,  and  on  paper  tape. 

Retrievabiiity:  Filed  by  Name,  Social  Security  Number  (SSN), 
Military  Service  Number,  or  by  other  identification  number  or 
system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retcatioa  and  disposal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning.  Retained  in  office  files 
for  one  year  after  annual  cut-off,  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning.  Retained  for 
two  years  after  end  of  year  in  which  the  case  was  closed,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC)  7300  East  First  Avenue,  Denver  CO  80280. 

NotifkatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
'for  information  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  idenfification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  SSN  at  time 
of  discharge. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver  CO  80280, 
telephone  (303)  394-4667. 

Contestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  nay  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Extract  from  individual  records. 

Systems  exempted  from  certain  provisiona  of  the  act:  NONE 
F01102  OJ  DP  B 

System  name:  Personnel  Locator  Roster. 

System  location:  Headquarters  Air  Training  Command  (ATC) 
Deputy  Chief  of  Staff  for  Personnel(DCS/P). 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  assigned  to  ATC  DCS/P. 

Categories  of  records  in  the  system:  Listing  containing  locator 
data. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCS/P  uses  data  for 
locator. 

Policica  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  file  binders/cabinets. 

Retrievahility:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  property  screened  and  cleared  for  need-to-know. 

Stored  in  locked  building. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  address:  DCS/P  Randolph  Air  Force  Base, 
TX  78148. 

Notlflcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01102  OJ  DP  C 

System  name:  Recruiter  Manning  Personnel  Listing. 

System  locatloa:  Air  Training  Command/Deputy  Chief  of  Staff 
for  Personnel(DCS/P)  Recruiting  Service  Headquarters,  groups,  and 
detachments. 

Categories  of  individuals  covered  by  the  system:  All  Air  Training 
Command  active  duty  personnel  assigned  to  Recruiting  Service. 

Categories  of  records  la  the  system:  Composite  listing  containing 
basic  l^ator  information. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCS/RS  uses  data  to 
manage  Recruiting  Force. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  on  computer  paper  printouts. 

Retrievahility:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Stored  in  locked  buildings. 

Retention  and  disposal:  Retained  in  office  ffles  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  #iacerating.  or 
burning. 


System  manager(s)  and  addrem:  DCS/P  Air  Training  Command, 
Randolph  Air  Force  Base,  TX  78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
Ftll02  BMUHHZA 

System  name:  Air  Force  Office  of  Information/OI  Personnel 
Background  Record. 

System  location:  Air  Force  Reserve  (AFRES)  Office  of  Informa¬ 
tion,  Robins  Air  Force  Base  GA  31098,  and  each  Air  Force 
Reserve  region/tso. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  flying  unit 
civilian  and  Reserve  information  personnel 

Categories  of  records  in  the  system:  Includes  name,  social  security 
number,  mailing  address,  grade  promotion  service  date,  reserve 
status,  retirement  data,  flying  status,  duty  and  civilian  phone  and 
authorized  position  ^ 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  professional 
background  information  in  assigning  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievahility:  Filed  by  Name. 

Filed  by  unit  of  assignment  and  position. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Chief,  Office  of  Information,  HQ 
AFRES  Robins  Air  Force  Base,  GA  31()98. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FBI  102  OMUHHZB 
System  name:  General/Colonel  Status  Board. 

System  location:  Air  Force  Reserve(AFRES)  Robins  Air  Force 
Base,  GA  31098  Headquarters,  United  States  Air  Force,  Office  of 
Air  Force  Reserve,  Washington  DC  20330 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Categories  of  Individuab  covered  hy  the  system:  Air  Force 
Reserve  Commanders  and  key  personnel  plus  all  active  duty  Of¬ 
ficers  occupying  General/ColoMl  positions. 


FEDEtAL  REGISTER,  VOL.  43,  NO.  188 — WEDNESDAY,  SEPTEMBER  38,  1977 


r>0808 


PRIVACY  ACT  ISSUANCES 


CaUforics  al  records  la  the  system:  Photograph  of  status  board  in 
HQ  APR E S/Director  of  Personnel  showing  name,  date  of  rank, 
permanent  gradeO  aviation  service  code,  date  assigned  station,  date 
of  last  permanent  change  of  station,  date  of  separation  and 
authorized  position. 

Authority  for  maiatcBaacc  of  the  system:  10  USC  8012. 

Rootiae  uses  of  records  malataiacd  la  the  system,  lacludlag  catego¬ 
ries  of  Bscrs  -aad  the  pnrpoocs  of  sack  uses:  To  provide  a  ready 
reference  of  those  individuals  filling  positions  described  above. 

Policies  and  practices  tor  storing,  retrievlag,  acceaslBg.  retaiaiag, 
and  dteposing  of  records  la  the  system: 

Storage:  Maintained  on  board  on  wall  in  AFRES/DP.  Photos 
mailed  to  other  Offices  periodically. 

Rctricvability:  By  unit  of  assignment  and  position. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retcatioa  and  disposal:  Retained  in  Office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  aad  addrem:  Deputy  Chief  of  Staff  Personnel 
HQ  AFRES  Robins  Air  Force  Base.  GA  31098. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  Advanced  Personnel 
Data  System. 

Systems  exempted  from  certahi  provlsioas  of  the  act:  NONE 
F01102  ORKNMDA 

System  name:  General  Colonel  Personnel  Data  Action  Report. 

System  location:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Major  Air  Command  and  Consolidated  Base  Personnel  Offices. 

Categories  of  Individaals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Applies  to  active  duty  Generals  Colonel  Colonel  selectees  and 
Officers  filling  Colonel  authorized  positions. 

Categories  of  records  In  the  system:  Provides  Officer  assignment 
data  such  as  date  arrived,  current  duty  station,  projected  date  of 
retirement,  data  extracted  from  Air  Force  Standard  Advanced  Per¬ 
sonnel  Data  System  Record. 

Authority  for  maiatcaaacc  of  the  system:  Title  10  USC  Section 
8074. 

Routine  uses  of  records  maintained  in  the  system.  Including  entego- 
ries  of  asers  and  the  purposes  of  such  uses:  Used  by  major  Air  Com¬ 
mand  to  confirm  designation  of  authority  or  assignment  of  duty  as 
well  as  in  identification  of  manning  requirements  due  to  medical 
evacuations  or  projected  retirement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  addrem:  PACAF  assistance  for  senior  Of¬ 
ficer  management  mailing  address  is  CINCPACAF/DPO  APO  San 
Francisco  96533. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Reeord  neecm  proeedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 


Contestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provkioos  of  the  act:  NONE 
F01102  0UMCBVB 
System  name:  Visual  Aid. 

System  location:  AFSPCOMMCEN  OS  San  Antonio  TX  78243. 

Catcgorlea  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Names  of  all  Officers  and 
Civilians  GS-9  and  above. 

Authority  lor  maiatenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  asers  and  the  purposes  of  such  uses:  (Officers,  GS-9  and 
above)  used  by  all  elements  of  AFSPCOMMCEN  for  identification 
of  key  personnel. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetiievaMIRy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  AFSPCOMMCEN  OS. 

Notificatioa  proeednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  By  individual. 

Systems  exempted  from  certain  provlsioas  of  the  act:  NONE 
F01102  02  ALSB 

System  name:  Civil  Engineer  Personnel  Data  Cards 

System  location:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individnals  covered  by  the  system:  All  assigned  mili¬ 
tary  and  civilian  personnel. 

Categories  of  records  la  the  system:  Name  and  other  personal 
identification  data,  training  and  experience  data. 

Authority  for  maintenance  of  the  system:  44  USC,  Chapter  31, 
Public  Printing  and  Documents. 

Routiac  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  naers  and  the  purposes  of  such  uses:  Used  to  check  eligibility 
for  additional  professional  training,  to  anticipate  personnel  rota¬ 
tions,  and  to  check  qualifications  for  Air  Force  Consulting  Pro¬ 
gram. 

Polidcs  aad  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Rctricvability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  aad  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcr(s)  aad  addrem:  Chief,  Industrial  and  Systems 
Management  division.  Headquarters  Alaskan  Air  Command,  El- 
mendorf  Air  Force  Base,  Alaska,  APO  Seattle  98742 
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NoUfkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  occcm  procedores:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Cootesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Personnel  Records 

Systems  exempted  from  certain  provisiotts  of  the  act:  NONE 
F01103  OBXQPCC 
System  name:  Faculty  Biographical  Sketch 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  Individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  Faculty  Officers 

Categories  of  records  in  the  system:  Biographical  information  of 
education,  job  assignments,  teaching  experience  publications,  mem¬ 
bership  in  professional  societies  and  exit  interview. 

Authority  for  maintenance  of  the  system:  10USC903 

Routine  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  of  System: 
Used  on  a  daily'  basis  as  the  primary  source  for  academic  informa¬ 
tion  on  officers  assigned  to  the  faculty  and  as  a  sole  source  for 
academic  information  on  officers  who  have  left  the  faculty  due  to 
reassignment,  separation,  or  retirement.  Category  of  Users:  Dean 
of  Faculty  and  faculty  staff.  Specific  Use:  As  a  source  of  reference 
in  answering  queries  to  both  military  and  civilian  agencies. 

Polidca  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrlevahllity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  personnel  screening. 

Stored  in  locked  cabinets  or  rooms 

Retention  and  disposal:  Retained  in  Faculty  Administration  Of¬ 
fice,  USAF  Academy,  CO  80840  for  10  years  after  departure  and 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing  or  burning. 

System  maaager(s)  and  address:  Dean  of  the  Faculty.  US  Air 
Force  Academy,  CO  80205 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. . 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  obtained  from  individual 
and  department  head. 

Systems  exempted  from  certain  provisions  of  the  net:  NONE 
F01103  OBXQPCG 

System  name:  Navigation  Course  Number  470,  Flight  Mission  re¬ 
port 

System  location:  At  United  States  Air  Force  Academy.  CO  80840. 

Categories  of  individuals  eovered  by  the  system:  Assigned  officers 
and  cadets  of  the  USAF  Academy  and  support  flight  crew  from 
USAF  Peterson  Field  CO. 

Categories  of  records  in  the  system:  Flight  grade  records  and  flight 
personnel  manifests. 

Authority  for  maintenance  of  the  system:  Pub.  L.  89-354,  Sept.  6, 
1966,  80  SUt.  379. 

Routine  nses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  I^rpose:  Crew  Manifest 
and  Flight  Mission  Report  form.  Users:  Navigation  Division, 
USAFA.  Uses:  Used  by  the  Division  as  a  formal  record  of  cadet 
flight  grades. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievabillty:  Filed  by  Name. 


Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaager(s)  and  address:  Commandant  of  Cadets  United 
States  Air  Force  Academy. 

NotlHcatioo  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requesting  individuals  wiU  be  required  to  supply  full  name  and 
social  security  account  number  (SSAN).  Requests  must  first  be  ad¬ 
dressed  through  the  Commandant  of  Cadets  (CW)  before  obtaining 
specific  data  from  the  Navigation  Division  (CWIN). 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  cadet  flight 
performance  during  the  academic  year. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F01103XOBXQPCD 

System  name:  Class  Committee  Products 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  to  the  system:  List  of  cadets  academically 
deficient  at  progress  reports;  provides  grades,  military  order  of 
merit  and  other  military  and  biographical  information  on  cadets 
meeting  committees;  reports  committee  decisions  and  includes 
worksheets  with  coded  recommendations  to  the  Academy  Board. 

Authority  for  maintenance  of  the  system:  10USC903 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  of  System:  Pro¬ 
vides  data  on  academically  deficient  cadets.  Category  of  Users: 
Class  Committees  and  Academy  Board.  Specific  Use:  Used  to 
make  class  committee  recommendations  to  foe  Academy  Board  in 
deciding  courses  of  action  for  certain  cadets. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Maintained  on  computer  paper  printouts. 

Retrievabillty:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  foe  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Dean  of  Faculty 

Notification  procedure:  See  Exemption 

Record  access  procedures:  See  Exemption 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
foe  individual  concerned  may  be  obtained  from  foe  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provbions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  5S2a  (j)  or  (k).  as  applicable. 
For  additional  information,  contact  foe  Systems  Manager. 

F01201  DAD  A 

System  name:  01201  DAD  A  Privacy  Act  Request  File. 

System  location:  At  all  levels  of  the  Air  Force  having  responsibiU- 
ty  for  systems  of  records,  to  process  requests,  submit  reports,  and 
to  document  actions  taken  under  foe  Privacy  Act  of  1974.  This  in- 
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eludes  Headquarters  United  States  Air  Force  staff  agencies,  major 
commands,  separate  operating  agencies,  installations,  and  activities. 
Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Department  of  the  Air  Force 
system  notices  (40  FR  35726). 

Categories  of  indlvidnab  covered  by  the  ayatem:  AH  persons  who 
request  access  to,  information  from,  or  amendment  of  records 
about  themselves  from  the  Department  of  the  Air  Force  under  the 
provisions  of  the  Privacy  Act  of  1974  (3  U.S.C.  SS2a). 

Categories  of  records  in  the  system:  Letters,  memoranda,  legal 
opinions,  messages,  and  miscellaneous  documents  relating  to  an  in¬ 
dividual's  request  for  access  to  or  amendment  of  records  concern¬ 
ing  that  person,  including  letters  of  denial,  appeals,  statements  of 
disagreements,  and  related  documents  accumulated  in  processing 
requests  received  under  the  Privacy  Act  of  1974. 

Authority  lor  matotenaacc  of  the  system:  5  U.S.C.  552a  and  44 
u  s  e.  3101. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  process  and 
coordinate  individual  requests  for  access  to  or  amendment  of  per¬ 
sonal  records;  to  process  and  record  appeals  on  denials  of  requests 
for  access  or  amendments  to  personal  records;  to  prepare  legal 
opinions  and  interpretations  for  systems  managers  and  the  Secreta¬ 
ry  of  the  Air  Force.  Used  by  the  Air  Force  Audit  Agency,  the  Air 
Force  Inspector  General,  the  Office  of  Management  and  Budget, 
the  General  Services  Administration,  the  Civil  Service  Commission, 
the  Justice  Department,  or  other  Government  agencies  having  a 
direct  interest  in  monitoring  or  evaluating  compliance  with  the 
provisions  of  the  Privacy  Act  by  the  Department  of  the  Air  Force, 
including  the  preparation  of  special  studies  or  reports  on  the  status 
of  actions  taken  to  comply  with  the  Act,  the  results  of  those  ef¬ 
forts,  any  problems  encountered  and  recommendations  for  any 
changes  in  legislation,  policies,  or  procedures.  Also  used  by  mem¬ 
bers  of  Congress  or  their  staffs  for  resolution  of  constituent  inqui¬ 
ries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Retricvahllity:  Filed  by  name  of  requester  on  whom  the  records 
pertain. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  pcrson(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  (or  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms. 

Retention  and  disposal:  Disposition  is  pending  approval  under  44 

u  s  e  3303(3). 

System  managerts)  and  address:  The  Director  of  Administration. 
Headquarters  United  States  Air  Force,  Washington  DC  20330;  or 
the  Director  of  Administration  of  the  major  command  or  separate 
operating  agency,  or  Chief,  Central  Base  Administration  at  the  Air 
Force  installation  where  the  requested  or  disputed  records  are 
located. 

Notlflcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Written  requests  should  include 
the  person’s  fuD  name  grade  (if  applicable),  and  some  other  per¬ 
sonal  information  which  could  be  verified  from  the  person's  file. 
For  personal  visits,  the  individual  should  present  a  valid  identifica¬ 
tion  card  or  driver’s  license  and  some  verbal  information  which 
could  be  verified  from  the  person’s  case  file. 

Record  access  procedures:  Written  requests  should  be  addressed 
to  the  office  that  processed  the  initial  inquiry,  access  request, 
amendment  request,  or  appeal;  or  individual  can  obtain  assistance 
in  gaining  access  from  the  System  Manager.  Mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notices  (40  FR  35726). 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Records  are  obtained  from  the  in¬ 
dividual  requestor.  Department  of  the  Air  Force  organizations, 
other  Department  of  Defense  organizations,  and  agencies  of 
Federal,  state,  and  local  governments,  as  applicable  or  appropriate 
for  processing  the  case. 

Systems  exempted  from  eertain  provisioas  of  the  act:  NONE 


F01201  OQPTFLA 

System  name:  Information  Requests-Frecdom  of  Information  Act 

System  locatloa:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

Categories  al  tedividnals  covered  by  the  system:  All  persons  who 
have  requested  documents  under  the  provisions  of  the  Freedom  of 
Information  Act. 

Categories  of  records  in  the  system:  Administration  of  release  of 
information  to  the  public. 

Authority  for  maintenance  of  the  system:  5  United  States  Code 
552 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  control  administrative 
processing  of  requests  for  information  used  by  freedom  of  informa¬ 
tion  manager. 

Policies  and  practices  (or  storing,  retrieving,  accessfaig,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  transferred  to  a  staging  area  for  four  additional 
years,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning. 

System  maaagcr(s)  and  address:  Director  of  Administration, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Chief  central  base  administration  at  each 
Air  Force  Installation. 

Record  aceem  procedures:  Chief  of  central  base  administration  at 
each  Air  Force  installation. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Freedom  of  information  manager  as 
result  of  requests  for  information  from  members  of  public. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F01201X0UCYVA 

System  aanse:  0I201X0IACYVA  Fee  Case  File 

System  locattoa:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel. 

Categories  of  records  in  tbe  system:  Copies  of  general  correspon¬ 
dence,  chargeable  case  control,  and  public  voucher  for  refunds  in¬ 
volving  collection  of  fees  for  reproduction  of  documents  from  an 
Air  Force  reserve  or  Air  National  Guard  members  master  personnel 
record,at  the  rec|uest  or  authorization  of  the  member  (or  release  to 
himself/or  herself  or  approved  agencies. 

Authority  (or  malnteaancc  of  the  system:  10  United  States  Code 
8012 

Rootiac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^rpose  is  for  suspense 
and  control  to  insure  chargeable  fees  are  collected  and  to  verify  ac¬ 
tion  completed. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  (or  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properiy  screened 
and  cleared  for  need-to-kaow.  Records  arc  stored  in  safes. 

Retention  and  disposal:  Filed  (or  two  years  then  destroyed  by 
tearing,  pulping,  or  burning. 

System  manager(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
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7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  idenfification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  SSN  at  time 
of  discharge. 

Record  acccu  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280, 
telephone  (303)  394-4667. 

Coutesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  other  military  agen¬ 
cies  and  the  National  Personnel  Records  Center,  St.  Louis,  MO 
63132. 

Systems  esempted  from  certain  provbioas  of  the  act:  NONE 
F016301SGV  A 

System  name:  Veterinary  Records 

System  locattoa:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

Categories  of  iadividaals  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Retired  Air  Force  military  personnel. 

Dependents  of  military  personnel. 

Dependents  of  retired  military  personnel 

Categories  of  records  la  the  system:  Forms  relating  to  animal 
bite/health  records  and  food  inspection  and  disease  investigation 

Authority  (or  malateaaace  of  the  system:  Title  10,  US  Code,  Sec¬ 
tions  133  and  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Record  anim^  health 
care  procedures  and  investigation  of  diseases  of  animal  and  food 
origin 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Retrievablllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retentioa  and  dbpoeal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
I  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force  Washington,  DC  20330 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  a  state  or  local  government. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F02002  OBXQPCB 

System  name:  Cadet  Records  System  (Research  and  Evaluation 
Foes) 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 


Categories  of  iadividnab  covered  by  (he  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Grade  and  quality  point 
averages,  course  grade  distributions,  general  and  academic  orders 
of  merit,  military  dependents  on  merit  lists,  squadron  assignments. 

Authority  (or  maiatcaaace  of  the  system:  10USC8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  To  evaluate  cadet 
academic  and  military  achievement  and  to  coordinate  statistics 
relating  to  cadet  strength  and  attrition.  To  establish  and  publish  the 
graduation  order  of  merit  and  to  rank  order  qraduates  for  public 
graduation  ceremonies  and  exercises.  For  publication  of  the  order 
of  merit  in  the  register  of  graduates  published  by  the  Association  of 
Graduates  of  the  United  States  Air  Force  Academy. 

Policies  aad  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Maintained  on  roll  microfilm. 

Retrbvability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Air  Force  Academy  class 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  vaults. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retention  and  dbposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  addrem:  Director  of  Admissions  and  Re¬ 
gistrar,  US  Air  Force  Academy,  CO 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  automated  system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F02501  OIACYVA 

System  name:  02S01  OIACYVA  Manpower  standards  study  reports. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  military  personnel.  Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  workload  and  man  hour 
record 

Authority  for  maintenance  of  the  system:  Title  31  US  Code  sec¬ 
tions  18,18a  and  18b. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  to  collect  man  hour  and 
workload  data  for  the  purpose  of  comparing  work  accomplished  to 
the  standard  and  to  expected  to  be  done,  to  indentify  excessive 
workload  buildups  and  to  determine  individual  employee  per¬ 
formance. 

Policies  and  practices  (or  storing,  retrieving,  acccsshig,  retaining, 
and  disposing  of  records  in  the  gystem: 

Storage:  Maintained  on  computer  magnetic  tapes.  Maintained  on 
computer  paper  printouts. 

Retrievability:  FOed  by  Social  Security  Number  (SSAN). 
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Salcgvardt:  Records  are  accessed  by  cuslodiaa  of  the  record 
system  and  by  pcrson(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  ckared  for  nccd-to-know.  Records  are  protected  by  guards. 

Retcntfan  and  dispeaal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off.  then  desUoyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managerts)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue.  Denver,  CO  80280. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer.  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name.  SSN,  current  mailing  ad¬ 
dress  and.  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver.  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person’s  SSN  at  time 
of  discharge. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  Documentation  Management  Officer, 
ARPC/DADP  7300  East  First  Avenue,  CO,  80280,  telephone  (303) 
394-4667. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  collected  from  individual. 

Systems  exempted  from  certain  proviskms  of  the  net:  NONE 
F02S03  DPCXP  A 

System  name:  Committee  Management  Records 

System  location:  Primary  system  at  Headquarters  United  States 
Air  Force  Directorate  Civilian  Personnel  decentralized  segments  at 
Major  Command  Headquarters  command  security  clearance  grant¬ 
ing  authority 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuaU  covered  by  the  system:  Nongovernment 
employees  serving  in  an  advisory  capacity  serving  on  a  part-time 
basis 

Categories  of  records  la  the  system:  Assignment  record  files  in¬ 
clude  biographical  data  and  letters  of  notification  and  selection 

Authority  for  maintenance  of  the  system:  Public  Law  92-463  6  Oc¬ 
tober  1972  Executive  Order  11686  7  October  1972  Office  Manage¬ 
ment  and  Budget  Circular  A63  27  March  1974 

Routine  uses  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assignment  record  files 
are  originated  to  identify  control  and  administer  individuals  selected 
for  assignment  to  Advisory  Committees 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  Records 

Maintained  in  file  folders. 

Maintained  in  card  files. 

RetrievabilHy:  Filed  by  Committee 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  vaults. 

All  records  are  stored,  processed,  transmitted,  with  discretion. 

Rctcatloa  and  dispoeal:  Appointment  record  files  on  individuals 
are  retained  during  period  of  assignment,  then  destroyed  by 
shredding  or  burning. 

System  maaagcr(s)  and  address:  Chief,  Directorate  of  Civilian 
Personnel,  Headquarters  United  States  Air  Force,  Washington  DC 
20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 


Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contestiag  record  procedures;  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  trade  associations. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  an  international  organization. 

Information  obtained  from  a  corporation. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certnia  provitisus  of  the  act:  NONE 
F82S03  NB  A 

System  name:  Biographical  Information  File 

System  location:  Scientific  Advisory  Board  (SAB) 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 

Categories  of  indivfduab  covered  by  the  system:  Past  and  present 
members  of  the  United  States  Air  Force  (USAF)  Scientific  Adviso¬ 
ry  Board  and  individuals  assigned  to  the  SAB  Secretariat. 

Categories  of  records  in  the  system:  Biography,  Confidential  State¬ 
ment  of  Employment  and  Financial  Interests,  Personal  Security 
Clearance,  Classified  Storage  Facility  Certificate,  Civil  Service 
Commission  Personnel  Action  Notices,  Correspondence  related  to 
member’s  appointment  to  SAB  and  his  SAB  activities. 

Antbority  for  maintenance  of  the  system:  Public  Law  92-463,  Sec¬ 
tion  8 

Routlac  uses  of  records  mnintainrd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  for  SAB 
Chairman,  Military  Director,  and  Executive  Secretary  in  selecting 
members  for  participation  in  SAB  activities.  Used  by  SAB 
Secretariat  as  source  documents  for  submission  to  the  Office  of  the 
Secretary  of  Defense  for  appointment  and  reappointment  to  the 
SAB,  source  documents  for  certification  of  personal  security 
clearance  and  facility  clearance  for  mailing  of  classified  material, 
and  source  for  biographical  information  provided  to  other  agencies 
prior  to  members’  visits  on  SAB  business. 

Polkics  and  practices  for  storing,  rttrlevtog,  neeeming,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

RctrlevnbUlly:  Filed  by  Nante. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  safes. 

Rctcatloa  and  disposal:  Retained  in  office  files  for  one  year  after 
reassignment  or  rotation  off  the  SAB.  Record  is  then  screened, 
documents  of  historical  significance  are  retained,  remainder  are 
destroyed  by  tearing  into  pieces. 

System  maaager(s)  and  'address:  Executive  Secretary,  SAB, 
Headquarters  USAF  Washington,  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Specify  full  name,  social  security  number  or  service  number,  and 
date  of  birth. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Infonnatioa  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institntions. 
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Information  obtained  from  educational  inatitutiona. 

Information  obtained  from  automated  ayatem  interfacea. 
Information  obtained  from  aource  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Syatems  exempted  from  ccrtaia  provlaloBs  of  the  act:  NONE 
P«2S«3  dJ  DP  A 

System  name:  Commander  Commander  selection  file. 

System  locatfam:  Headquarters  Air  Training  Command(ATC) 
Deputy  Chief  of  staff  for  personncl(DCS/p) 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  iadhridBals  covered  by  the  system:  AD  ATC  Officers 
eligilble  for  consideration  for  Squadron  Coinmander  duties  in  grade 
of  Captain  through  Lt  Colonel 

Categories  of  records  ia  the  system:  Individual  military  records 
containing  selection  data. 

Aathority  for  maiateaance  of  the  system:  44  USC  3101 
Rootiae  ases  of  records  mafaitaiacd  fas  the  system,  incloding  catego* 
ries  of  aaers  aad  the  porposes  of  sach  ases:  Data  used  to  select  Com* 
manders  for  select  units 

Polldcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  dispoeiag  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  paper  printouts. 

Maintained  ia  card  files.* 

Retrievability:  Filed  by  Name. 

Safegaarda:  Records  are  accessed  by  custodian  of  the  record 
system. 

Stored  in  locked  building 

Retcntloa  and  dfsposai:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  aad  addrem:  DCS/P,  Headquarters  ATC  Ran¬ 
dolph  Air  Force  Base  Texas  78148. 

NotMcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  financial  institutions. 

Systems  exempted  from  eertaia  provisions  of  the  act:  NONE 
F02S03  OJ  DP  B 

System  aarae:  Brigadier  General  screening  board  results 
System  locatloa:  Headquarters  Air  Training  Command(ATC) 
Deputy  Chief  of  staff,  for  pcrsonneKDCS/p) 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  iadividaals  covered  by  the  system:  All  ATC  active 
duty  Colonels 

Categories  of  records  la  the  system:  Individual  military  records 
pertaining  to  eligibility  consideration  and  recommendation  for 
promotion. 

Aathority  for  malatenaace  of  the  system:  44  USC  3101 
Roatiac  uses  of  records  malntaiacd  ia  the  system,  includiag  catego¬ 
ries  of  users  aad  the  purposes  of  sach  ases:  ATC  commander  uses 
data  to  make  promotion  recommendations 

Policies  aad  practices  for  storing,  retrieving,  accessiag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetricvahllHy:  Sequenced  by  date  of  events 
Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 


Rcteatloa  aad  disposal:  Retained  ia  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  sad  address:  DCS/P  Randolph  AFB  Texas 
78148. 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  Ite  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces.  t 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provWoas  of  the  act:  NONE 
F82701  OBXQPCA 

System  name:  Cadet  Summer  Training 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

At  Commandant  of  Cadets,  United  States  Air  Force  Academy, 
CO  8020S 

Categories  of  individnala  covered  by  the  yystem:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Prior  individual  cadet  summer 
training  completion  record  of  programs  attended,  current  summer 
assignment,  and  training  program  preferences. 

Authority  for  maintenance  of  the  system:  Title  10  USC  8012 

Routfate  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  aaers  and  the  purposes  of  such  uses:  Maintain  record  of  cadet 
summer  military  training  accomplishments.  Assign  cadets  to 
summer  training  programs. 

Policies  aad  practices  tor  storing,  retrieving,  accessing,  retaining, 
aad  dispoalag  of  records  in  the  system: 

Storage:  Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commandant  of  Cadets.  United 
States  Air  Force  Academy,  CO  80205 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Prior  training  completed  and  cadet 
preferences  for  subsequent  training. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F02701  MSCEY 

System  name:  Air  Force  Audit  Agency  (AFAA)  Management  Infor¬ 
mation  System  -  Plan  File 

System  location:  Managed  at  the  Auditor  General  Headquarters 
(HQ)  Air  Force  Audit  Agency  (AFAA).  AFAA/CC,  Norton  Air 
Force  Base,  CA  92409 

Categories  of  individuals  coveted  by  the  system:  .1.  Audit 
managers,  managing  centrally  directed  audits  and  projects  2.  Pro¬ 
ject  supervisors,  supervising  centraDy  directed  audits  and  projects 
3.  Plans  officers,  managing  planning  of  centrally  directed  audits  and 
projects  4.  Operations  officers,  tracking  centrally  directed  audits 
(CDA)  and  projects 
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Categories  of  records  la  the  system:  Project-Management,  Cen- 
traDy  Directed  Audit  Assignment  Notices,  and  Centrally  Directed 
Audit  Catalog  records. 

Authority  for  maiatenaace  of  the  system:  Title  K)  US  Code  8014 

Routiae  uses  of  records  maintaiaed  ia  the  system,  iacladlag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  1.  Provide  project 
management  data  to  the  audit  control  point  (audit  manager)  2.  ^o- 
vide  project  management  data  to  the  office  of  primary  responsibili¬ 
ty  (project  supervisor)  3.  Retrieve  by  plans  officer  or  operations  of¬ 
ficer  for  workload  planning  and  project  tracking.  4.  Retrieve  by 
audit  manager  or  subject  for  area  expertise  and  management  infor¬ 
mation.  3.  Retrieve  by  project  supervisor  for  management,  project, 
and  workload  control.  The  purpose  of  the  file  is  to  provide  project 
management  and  control  data  to  all  levels  of  AFAA  management. 
The  'above  listed  uses  constitute  the  only  retrievals  made  using 
name  as  the  key;  all  other  retrievals  are  keyed  on  subject,  date, 
project  number,  or  other  project  related  data.  All  levels  of  AFAA 
management  use  the  file. 

Policies  aad  practices  (or  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  in  card  files. 

Maintained  on  microfiche. 

Retrievabilhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  ^by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Rcteatioa  and  dbpoaal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managcr(s)  and  addreu:  The  Auditor  General,  HQ  Air 
Force  Audit  Agency  (AFAA/CC),  Norton  AF  CA  92409 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

or  the  Air  Force  Audit  Agency  Director  of  Operations 
(AFAA/DO)  or  the  Director  of  Plans  (AFAA/XP),  Norton  AFB  CA 
92409 

Contestlag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  AFAA  Project  Management  and 
resource  expenditure  data  generated  intemaUy  within  the  AFAA 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03001  DPXVV  A 

System  name:  File  Designation,  Drug  Abuse.  Waiver  Requests 

System  location:  Accession  Policy  Branch,  Accession  Policy  Divi¬ 
sion,  Directorate  of  Personnel  Plans  (HQ  USAF/DPXOA)  Washing¬ 
ton,  D.C.  20330;  Directorate  of  Student  Resources,  USAF  Recruit¬ 
ing  Service.  Air  Training  Command,  Randolph  Air  Force  Base, 
Texas  78148  (ATC/RSS,  Randolph  AFB  TX  78148);  3700Personnel 
Processing  Group,  Lackland  AFB.  Texas  78236  (3700  PPG, 
Lackland  AFB,  Texas  78236);  USAF  Recruiting  Service 
Detachment  Headquarters;  USAF  Recruiting  Service  Offices; 
Deputy  Chief  of  Staff,  Education,  Headquarters  Air  University, 
MaxweU  AFB.  Alabama  36112  (AU/ED,  MaxweU  AFB  AL  36112); 
Directorate  of  Senior  Programs,  Headquarters  Air  Force  Reserve 
Officer  Training  Corps  (AFROTC),  Maxwell  AFB,  Alabama  36112 
(AFROTC/SD.  MaxweU  AFB.  Alabama  36112);  AFROTC 
Detachments;  Directorate  of  Admissions  and  Registrar,  United 
States  Air  Force  Academy,  USAF  Academy,  Colorado  80840 
(USAFA/RR,  USAF  Academy,  Colorado  80840); 

Categories  of  individuals  covered  by  the  system:  Applicants  for  en¬ 
listment  or  commissioning  who  have  a  history  of  pre-service  drug 
abuse  and  who  have  requested  a  waiver  of  their  disqualification. 


Categories  of  records  la  the  system:  A  Copy  of  the  USAF  Drug 
Abuse  Certificate  and  Drug  Abuse  Circumstances,  Recommenda¬ 
tion  of  Intermediate  commands,  and  cover  letter  containing  HQ 
USAF  decision  on  waiver  request  are  maintained 

Authority  tor  mainteaaace  of  the  system:  Title  10  United  States 
Code  -  Armed  Forces,  Chapter  31,  Enlistments  in  Regular  Com¬ 
ponent.  Section  304  and  Title  44  USC,  Public  Printing  and  Docu¬ 
ments,  Chapter  31,  Records  Management  by  Federal  Agencies, 
Section  3101 

Routine  ascs  of  records  maintained  ia  the  system.  Including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  This  record  is  not 
released  outside  the  Air  Force.  Records  are  maintained  for  future 
refer-  ence  in  the  case  of  further  inquiries  relative  to  approval  or 
disapproval  of  the  request  for  waiver  of  pre-service  drug  abuse. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievabilhy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  aad  dispoaal:  After  action  on  the  request,  the  paper 
record  is  filed  in  secured  file  cabinets,  retained  for  no  more  than 
six  months,  and  destroyed  by  tearing  into  pieces. 

System  maaagerfs)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  system's  manager 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Records  maintained  in  the  system  are 
provided  by  either  Air  Training  Command,  Air  University,  or  the 
USAF  Academy 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03001  JALA  A 

System  name:  Confidential  Statement  of  Employment  and  Financial 
Interest 

System  location:  Office  of  the  Qeneral  Counsel.  Office  of  the 
Secretary  of  the  Air  Force,  Washington,  D.C.  20330 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  iadividuals  covered  by  the  system:  Those  individuals 
in  the  Office  of  the  Secretary  of  the  Air  Force  required  by  Depart¬ 
ment  of  Defense  Directive  3300.7  to  file  statements  of  employment 
and  financial  interests  with  the  General  Counsel  of  the  Department 
of  the  Air  Force.  Government  Employees  in  Grade  of  Major  or  GS- 
13  and  above  who  are  on  Air  Staff  or  Report  Directly  to  the  Chief 
of  Staff  and  who  participate  personnally  and  substantially  in  con¬ 
tract  and  Procurement  or  auditing  actions  involving  thier  agency. 

Categories  of  records  ia  the  system:  Contains  the  title  of  the  in¬ 
dividual's  position,  date  of  appointment  in  present  position,  agency 
and  major  organization  segment  of  the  position,  employment  and 
financial  interests,  creditors,  interest  in  real  property,  and  a  list  of 
persons  from  whom  information  can  be  obtained  concerning  the  in¬ 
dividual's  financial  situation. 

Authority  (or  maintenance  of  the  system:  Executive  Order  11222, 
'Prescribing  Standards  of  Ethical  Conduct  for  Government  Officers 
and  Employees.' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  review  of  the  state¬ 
ments  by  the  individual's  supervisor  and  deputy  counselor. 
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Polidrs  tad  VrMtkc*  for  ilarfait.  rttrfcviag,  ■rcuriag.  rctaWag, 
mkI  dkpoclBg  of  records  in  tkc  sysica: 

Storage:  Paper  records  maintaiaed  ia  file  folders. 

RetrlevabllHy:  Filed  alphabetically  by  year. 

Safeguards:  Stored  in  locked  metal  safes. 

Rctcalloa  aad  disposal:  Retained  up  to  two  years  after  the  in¬ 
dividual  has  left  employment  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating  or  burning. 

System  aaaagerts)  aad  address:  The  Assistant  General  Counsel 
(Personnel) 

The  Judge  Advocate  General.  Headquarters  United  States  Air 
Force. 

Motif icatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedares:  Individual  can  obtain  assistance  from 
the  Sysmanager. 

Coateating  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual  or  from  personnel  designated  by  the  individual. 

Systems  exempted  from  eertain  provUoas  of  the  act:  NONE 
F0300I  SPi  A 

System  aame:  Duty  and  Travel  Restriction  Notification  Letters. 

System  locatioa:  At  Consolidated  Base  Personnel  Offices.  Con¬ 
solidated  Civilian  Personnel  Offices,  Offices  of  The  Chief  of 
Security  Police  and  offices  of  the  issuing  authority  at  Air  Force  in¬ 
stallations  where  individuals  are  currently  assigned  or  employed,  or 
where  separated,  if  applicable.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
System  Notice. 

Categaries  af  Individuals  covered  by  the  system:  Military  members, 
civilian  employees  and  defense  contractors  whose  travel  and  duly 
assignments  have  been  restricted  because  of  current  knowledge  of 
certain  sensitive  classified  information. 

*  Categories  at  records  la  the  system:  Letters  imposing  duty  and 
travel  restrictions. 

Authority  for  maiatcaaacc  af  the  system:  Title  lOUSC  8012,  Title 
44USC  3101 

Rautine  uses  of  records  maintaiaed  In  the  system,  tncinding  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Persons  assigned  to  posi¬ 
tions  requiring  access  to  sensitive  classified  information  are  subject 
to  specific  restrictions  in  duty  and  travel.  Restrictions  arc  imposed 
while  occupying  such  positions,  and  normally  remain  in  effect  for 
one  year  after  termination  of  access  to  the  information  associated 
with  those  positions.  Letters  inform  individuals,  supervisors,  and 
personnel  management  officials  of  specific  restrictions.  May  be 
used  by  personnel  officials  in  determining  duty  assignments  and  by 
transportation  officials  in  restricting  or  routing  travel. 

Policies  aad  practices  fur  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  fas  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabilhy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retentioa  aad  disposal:  Notification  letters  are  retained  until  ter¬ 
mination  of  restriction,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaagerfs)  aad  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Washington  D.C.  20330  Installation  Chief  of  Consolidated  Per¬ 
sonnel  Office  (military  or  civilian,  as  applicable);  installation  Chief 
of  Security  Police;  commander  of  unit  issuing  the  restriction  letter. 

Notificatioa  praccdurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 


Write  or  visit  the  installation  where  currently  assigned/employed 
or,  if  applicable,  where  separated  from  the  Air  Force.  Written 
requests  must  be  notarized;  personal  visits  require  positive  identifi¬ 
cation.  Provide  full  name.  SSAN.  and  current  military /civilian 
status.  Former  members  also  provide  approximate  date  (month  and 
year)  when  active  military  duty  or  civilian  employment  terminated. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individaal  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  from  source  documents  such  as  clearance  and  access 
records;  information  from  commanders  and  agency  chiefs  who 
granted  access  to  the  sensitive  classified  information. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOaOdl  OCGBUZA 

System  name:  Alcohol  Abuse  Control  Case  Files. 

System  location:  At  servicing  Air  Force  (AF)  installation  social 
actions  office. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Dependents  of  military  personnel. 

Air  Force  Reserve  Personnel  who  are  enrolled  in  an  alcohol 
rehabilitation  program. 

Categories  of  records  in  the  system:  As  a  minimum,  the  file  con¬ 
tains  forms  and  commander's  letters  documenting  date  and  means 
of  identification,  categorizing  type  of  abuse,  and  indicating  that  in¬ 
dividual  I  has  completed  the  rehabilitation  program. 

Authority  for  maintenance  of  the  system:  Section  408,  drug-abuse 
office  and  treatment  act  of  1972  (Public  Law  92-2SS;  21  United 
States  Code.  1173). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  File  purpose  is  to  docu¬ 
ment  a  person's  progress  in  the  rehabilitation  program.  Those 
authorized  to  review,  handle,  or  have  access  to  the  file  are  social 
actions  and  medical  personnel  directly  engaged  in  rehabilitation  of  a 
person.  Veterans  Administrat  ion  (VA)  treatment  personnel  m  cases 
of  members  transferred  directly  to  V A  in  active  duty  status,  official 
members  of  rehabilitation  evaluation  group.  Commanders  in 
member’s  chain  of  command,  and  persons  authorized  by  Public 
Law  92-233,  section  408(b)c2I  United  States  Code  1173(b)).  The  file 
is  used  to  develop  a  treatment  regimen,  to  assist  re^bilitation 
evaluation  group  make  decisions  for  rehabilition  program  disposi¬ 
tions,  and  to  prepare  recurring  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  controlled  by  personnel  screening. 

Retention  and  dispoul:  Destroy  6  months  after  completion  of  fol¬ 
low  on  phase  of  rehabilitation  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning,  unless  needed  for  background  for 
case  files  supporting  a  separation  action  or  other  actions  under 
other  directives,  in  which  case,  disposition  wiU  be  the  same  as  the 
file  which  they  support. 
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PRIVACY  ACT  ISSUANCES 


Systen  auagcrCt)  ud  addrtn:  Director  of  Administration, 
Headquarters  United  States  Air  Force. 

Notifkatioa  procedure:  Chief,  social  actions  servicing  AF  installa¬ 
tion.  Requests  to  determine  existence  of  a  file  should  include  full 
name,  grade,  and  unit  of  assignment.  Personal  visit  proof  of  identi¬ 
ty  requires  full  name  and  possession  of  Department  of  Defense 
(DD)  Form,  2  AF,  Armed  Forces  Identification  Card;  DD  Form 
1173,  Uniformed  Services  Identification  and  Privilege  Card;  or 
driver's  license  and  personal  recognition  of  counselor. 

Record  access  procedures:  Chief,  social  actions,  servicing  AF  in¬ 
stallation. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Personnel  records,  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03M1  OCGBUZB 

System  name:  Drug  Abuse  Control  Case  File. 

System  location:  At  servicing  Air  Force  (AF)  installation  social 
actions  office. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  Individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  Reserve  personnel. 

Air  Force  civilian  employees. 

Dependents  of  military  personnel. 

who  are  enrolled  in  a  drug  rehabilitation  program. 

Categories  of  records  In  the  system:  As  a  minimum,  the  file  con¬ 
tains  unit  commander’s  letters  documenting  date  and  means  of 
identification,  categorizing  type  of  abuse,  and  indicating  that  in¬ 
dividual  1  has  completed  the  rehabilitation  program. 

Antbority  for  maintenance  of  the  system:  Section  408,  drug-abuse 
office  and  treatment  act  of  1972  (Public  Law  92-25S;  21  United 
States  Code.  117S). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  File  purpose  is  to  docu¬ 
ment  a  person:s  progress  in  the  rehabilitation  program.  Those 
authorized  to  review,  handle,  or  have  access  sto  the  file  are  social 
actions  and  medical  personnel  directly  engaged  in  rehabilitation  of  a 
person.  Veterans  Administration  (VA)  treatment*  personnel  in  cases 
of  members  transferred  directly  to  V A  in  active  duty  status,  official 
members  of  rehabilitation  evaluation  group,  commanders  in 
member’s  chain  of  command,  and  persons  authorized  by  Public 
Law  92-255,  section  408(bK2l  United  States  Code  1175(b)).  The  file 
is  used  to  develop  a  treatment  regimen,  to  assist  rehabilitation 
evaluation  group  make  decisions  for  rehabilitation  program  disposi¬ 
tions,  and  to  prepare  recurring  reports. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Destroy  I  year  after  completion  of  reha¬ 
bilitation,  permanent  change  of  station  transfer,  or  separation  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning,  un¬ 
less  needed  for  action  under  other  directives;  then,  dispose  of  in 
accordance  with  the  other  directive. 


System  asaaageris)  and  address:  Deputy  Chief  of  Staff /Personnel, 
Headquarters  United  States  Air  Force. 

Notifkatioa  procedure:  Chief,  social  actions  servicing  AF  installa¬ 
tion.  Requests  to  determine  existence  of  a  file  should  include  full 
name,  grade,  and  unit  of  assignment.  Personal  visit  proof  of  identi¬ 
ty  requires  full  name  and  possession  of  Department  of  Defense 
(DD)  form  2  AF,  Armed  Forces  Identification  Card;  DD  Form 
1173,  Uniformed  Services  Identification  and  Privilege  Card;  or 
driver’s  license  and  personal  recognition  of  counselor. 

Record  acccu  procedures:  Chief,  social  actions  at  servicing  Air 
Force  installations. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice.  . 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Personnel  records,  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03001  OJMPLSC 

System  name:  Drug  Abuse  Control  Case  Files 

System  location:  At  consolidated  base  personnel  offices.  Official 
mailing  addresses  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force’s  systems  notice. 

At  Air  Force  installations  only.  Drug  Abuse  Office  3700  Person¬ 
nel  Processing  Group  Lackland  Air  Force  Base  TX  78236 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  enlisted  personnel. 

Air  Force  Reserve  personnel. 

referred  to  drug  abuse  office. 

Categories  of  records  in  the  system:  Various  letters  describing 
drug  abuse  information  such  as  notification  of  disposition,  recom¬ 
mendation  for  disposition,  drug  abuse  determination  of  urinalysis 
cases. 

Authority  (or  maintenance  of  the  system:  44  United  States  Code 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Discharge  authority, 
drug  abuse  office,  squadron  commanders  determine  extent  of  prior 
service  drug  abuse  and  make  determinations  of  discharge  or  reten¬ 
tion  in  the  Air  Force. 

Polkks  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commander,  3700  Personnel 
Processing  Group 

Notifkation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  acceu  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Sqdn  commanders  base  surgeon  classifi¬ 
cation  interviewers 

Information  obtained  from  medical  institutions. 
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Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  cscmptcd  from  certain  provbiona  of  the  act:  NONE 
F03001XOBXQPCA 
System  name:  Graduate  Programs 

System  location:  At  United  States  Air  Force  Academy.  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Graduate  record  examination 
scores,  order  of  merit  scores,  cumulative  GPA  scores,  panel  com¬ 
mentaries  and  transcripts. 

Authority  lor  maintenance  of  the  system:  I0USC903 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  the  applications 
of  graduates  competing  for  the  various  fellowships  and  other  post 
graduate  scholarships  by  Graduate  Scholarship  Committee. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  file  binders/cabinets. 

Rctrievabllity:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Rctcatloa  and  dispasal:  Transferred  to  USAFA  Staging  Area, 
USAF  Academy,  CO  80840  13  years  after  graduation  then 
destroyed  by  tearing  into  pieces  after  10  additional  years. 

System  managcr(s)  and  address:  Director  of  Counseling  and 
Scheduling,  USAF  Academy  CO  80840 

Notifleatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  ' 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  thc«ct:  NONE 
FOaoOlXOBXQPCB 

System  name:  Military  and  Leadership  Order  of  Merit  System 

System  location:  At  United  States  Air  Force  Academy.  CO  80840. 

Categories  of  Individnals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Military  Order  of  Merit 
System  consists  of  AFCW  Form  I.  Cadet  Performance  Report, 
Work  Sheet.  Cadet  Military  Rating,  Computer  produced  rosters  list¬ 
ing  final  Military  Order  of  Merit  standing.  Leadership  Order  of 
Merit.  System  consists  of  computer  produced  roster  listing  final 
Leadership  Order  of  Merit  standing. 

Authority  for  maintenance  of  the  system:  Title  44,  USC  3101 

Routine  uses  of  records  maintaiacd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  an  input  in 
determining  Mihtary  Order  of  Merit  standing.  Used  as  an  input  in 
determining  Military  Order  of  Merit  standing.  Used  to  record 
results  from  AFCW  Form  II  for  processing  through  computer. 
Used  to  record  final  Military  Order  of  Merit  standing.  Used  to 
record  final  Leadership  Order  of  Merit  standing. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 


Storage:  Maintained  in  note  books/binders.  ^ 

Maintained  on  computer  paper  printouts.  j 

Rctrievability:  Filed  by  Name.  *■ 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  addrem:  Director,  Cadet  Personnel  , 
USAF  Academy  CO  80840 
Notification  procedure:  See  Exemption 
Record  accem  procedures:  See  Exemption 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provbions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  352a  (j)  or  (k).  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F03001X01ACYVB 

System  name:  03001  XOIX^CYVB  Inquiries  on  the  Reserve  Program 
System  location:  at  Air  Reserve  Personnel  Center  (ARPC),  7300 
East  First  Avenue,  Denver,  Co  80280. 

Categories  of  individuab  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Air  Force  civilian  employees. 
Air  Force  Reserve  and  Air  National  Guard  personnel.  Retired  Air 
Force  military  personnel.  Civilians. 

Categories  of  records  in  the  system:  letters  from. active,  reserve 
mHitary  personnel  and  civilians  requesting  assignment,  vacancy 
search  action  in  the  Air  Force  reserve  program. 

Authority  tor  maintenance  of  the  system:  10  USC  8012 
Routtne  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ARPC  personnel  answer 
questions  on  the  reserve  program  and/or  try  to  locate  vacancies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbpoaiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Rctrievability:  Filed  by  Name.  Filed  by  Social  Security  Number 
(SSN). 

S^egnards:  Records  are.  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  in  performance  of  their  official  duties.  Records 
are  protected  by  guards. 

Retention  and  dbposai:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  workdays.  Vuitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  his/her  inquiry. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer 
ARPC/DADP,  7300  East  First  Avenue,  Denver  CO  80280, 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28.  1977 


50818 


PRIVACY  ACT  ISSUANCES 


Record  source  catetorics:  Information  from  individual. 

Systems  exempted  from  certain  provisioos  of  Um  act:  NONE 
F03002  SPO  A 

System  name:  Documentation  for  Identification  and  Entry  Authority 

System  location:  Kept  by  the  Chief  of  Security  PoUce  at  the  in¬ 
stallation  where  an  individual  is  issued  identification  or  entry 
authority  credentials.  Information  copies  of  certain  application 
forms  for  entry  into  certain  restricted  areas  are  also  kept  at  an  in¬ 
dividual's  duty  assignment.  Official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
system  notice. 

Categories  of  individuals  covered  hy  the  system:  Persons  who  are 
issued  identification  credential  for  normal  identity  purposes  or  for 
entry  into  controlled  or  restricted  areas. 

Categories  of  records  in  the  system:  Includes  the  documentation 
used  to  request  identification  or  entry  credential,  information  re¬ 
ports  on  the  loss,  theft,  or  destruction  of  these  credentials,  certain 
types  of  entry  authority  lists,  and  various  accountability  records. 

Authority  for  maintenance  of  the  system:  Title  10  USC  8012,  Title 
44  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  security  po¬ 
lice  for  issuing  ID  cards  and  certain  restricted  or  controlled  area 
badges  which  authorize  entry  into  certain  areas.  Some  organizations 
may  routinely  keep  copies  of  the  above  documentation  in  order  to 
maintain  control  over  persons  authorized  entry  into  certain  areas. 
Accountability  documents  are  used  to  insure  proper  control  over 
the  various  forms  utilized  in  these  functions.  Routine  use  could  in¬ 
clude  disclosure  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution  or  civfl  court  action. 
Any  record  or  part  thereof  can  be  transferred  to  any  component  of 
the  Department  of  Defense  or  to  the  Department  of  Justice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  files. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retrievahillty:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Accountability  records  are  destroyed  two 
years  after  issue  of  the  last  card  or  the  last  entry  on  a  k>g,  etc. 
Statements,  certificates,  and  related  correspondence  reporting  the 
loss,  theft,  or  destruction  of  identification  or  entry  credentials  are 
destroyed  one  year  after  reported  loss.  Destruction  of  these  items 
is  by  tearing  into  pieces. 

System  managcr(s)  and  address:  Chief  of  Security  Police. 
Headquarters  United  States  Air  Force. 

Installation  Chief  of  Security  Police.  * 

Notification  procedure:  The  appropriate  installation  Chief  of 
Security  Police  should  be  contacted  for  information.  When 
requesting  information  in  writing,  individual  should  include  full 
name,  social  security  account  number,  military  status,  home  ad¬ 
dress.  and  the  letter  will  be  notarized.  During  a  personal  visit,  in¬ 
dividual  will  be  required  to  produce  military  ID,  if  appUcable,  a 
valid  drivers  license,  or  other  appropriate  proof  of  identity. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contact  the  Chief  of  Security  Police  at  the  appropriate  installa¬ 
tion. 

Coatesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 


the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03M2  OIACYVA 

System  name:  03002  OIACYVA  Applications  for  Identification  (ID)  \ 
cards.  I 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280.  ' 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  in  the  system:  Applications  for  ID  cards  and  | 

discharge  orders.  I 

Authority  for  maintenance  of  the  system:  title  18  U.S.Code  499,  { 

306  and  701.  .  I 

Routine  uses  of  records  maintained  in  the  system,  including  catego-  j 

lies  of  users  and  the  purposes  of  such  uses:  Purpose  is  to  suspend 
pending  receipt  of  ID  card  or  correspondence  from  reservist  advis¬ 
ing  of  prior  disposition  of  identification  card. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabilMy:  Filed  by  Name  and  by  Social  Security  Number 
(SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retention  and  dteposal:  Destroy  when  notified  that  creDential  has 
been  returned  to  issuing  activity  by  tearing  into  pieces,  shredding, 
pulping,  mascerating,  or  burning. 

System  maaager(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADp, 

7300  East  First  Avenue.  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN.  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  SSN  at  time 
of  discharge. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  uom  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  Colorado  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  cpntesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  extracted  from  maSter 
personnel  record  when  individual  is  discharged  from  the  Air  Force 
Reserve. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03M3  DPMSACB 

System  name:  Deceased  Service  Member's  Dependent  File 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Widows 

Categories  of  records  in  the  system:  Name.  Address,  Social 
Security  Account  Number  (SSAN)  of  Widow:  Name.  Grade, 

SSAN,  Date  of  Death/Date  of  Retirement  of  Sponsor 

Authority  lor  maintenance  of  the  system:  Title  K)  United  States 
Code  -  Armed  Forces,  Chapter  80S,  The  Air  Staff,  Section  8032. 

Roudae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  only  to  identify  Air 
Force  Widows  for  purpose  of  mailing  copies  of  the  quarterly 
United  States  Air  Force  News  for  Retired  Personnel. 
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Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  tke  system: 

Storage:  Tape  and  Card 

Retrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Maintained  permanently. 

System  manager(s)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Mditary  Personnel.  Randolph  AFB,  Texas  78148 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Widows  request.  ID  card  application, 
casualty  notices. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
F03003  DPMSACC 

System  name:  Indebtedness,  Nonsupport,  Paternity 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base.  TX  78148. 

Categories  of  individuals  covered  by  tbe  system:  Active  duty  and 
retired  personnel 

Categories  of  records  in  tbe  system:  Correspondance  files  contain¬ 
ing  name,  grade.  Social  Security  Account  Nunber  (SSAN),  duty 
station,  address,  and  financial  status 

Autbority  for  maintenance  of  tbe  system:  Title  10,  United  States 
Code  -  Armed  Forces,  Chapter  803,  Department  of  the  Air  Force. 
Section  8012. 

Routine  nses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Wives,  former  wives, 
commercial  institutions,  welfare  ageifcies,  and  members  of  Con¬ 
gress  based  on  allegations  of  indebtedness  and  non-support. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properiy 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel  Randolph  AFB,  Texas  78148 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individuals,  private  concerns,  and 
government  agencies  with  interests  pursuant  to  subject  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03003  DPMSC  A 
System  name:  Casualty  Files 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  Headquarters  United  Statd^  Air  Force.  Washington  DC  20330. 


At  National  Personnel  Records  Center,  Military  Personnel 
Records,  9700  Page  Boulevard,  St.  Louis,  MO  63132. 

Categories  of  iadividnals  covered  by  tbe  system:  Any  United 
States  Air  Force  (USAF)  member  who  is  or  might  become  a  casual¬ 
ty 

Categories  of  records  in  the  system:  Record  of  Casualty.  This  per¬ 
tains  to  all  personnel  on  active  duty;  personnel  retired  with  pay; 
missing  in  action  and  captured  personnel;  Air  Force  Academy 
cadets;  all  Air  Force  Reserve  and  Air  National  Guard  personnel 
performing  authorized  inactive  duty  for  training  or  traveling 
directly  to  or  from  such  place  of  duty;  all  Air  Force  Reserve  Of¬ 
ficers'  Training  Corps  (AFROTC)  applicants  or  members  on  annual 
training  duty  for  14  days  or  more  or  who  are  traveling  to  or  from 
the  designated  place  of  such  duty;  certain  civilian  employees  of  the 
Air  Force  paid  from  appropriated  funds  who  die  while  assigned 
overseas  or  who  are  on  temporary  duty  from  the  Continental 
United  States  (CONUS)  to  overseas  or  who  are  traveling  to  or 
from  the  designated  place  of  such  duty  under  competent  authority; 
certain  unique  situations  on  civilian  employees  and  dependents  of 
military  personnel  who  die  in  mishaps  while  traveling  aboard  Milita¬ 
ry  Airlift  Command  (MAC)  or  MAC-chartered  flights  or  by  other 
means  of  MAC  oversea  travel;  and  on  certain  civilian  employees  in 
the  CONUS  when  death  was  the  proximate  result  of  their  employ¬ 
ment.  Casualty  Case  File.  Files  pertaining  to  all  officers  and  airmen 
on  active  duty  or  extended  active  duty  (including  personnel  in  ab¬ 
sent  without  leave,  desertion,  or  dropped  from  the  rolls  status);  of¬ 
ficers  and  airmen  retired  with  pay;  Air  Force  Academy  cadets;  all 
Air  Force  Reserve  and  Air  National  Guard  officers  and  airmen  per¬ 
forming  authorized  inactive  duty  for  training  or  traveling  directly  to 
or  from  such  place  of  duty;  all  AFROTC  applicants  or  members  on 
annual  training  duty  for  14  days  or  more  or  traveling  to  or  from  the 
designated  place  of  such  duty;  certain  civilian  employees  of  the  Air 
Force  paid  from  appropriated  funds  who  die  while  assigned  over¬ 
seas  or  who  are  on  Temporary  Duty  (TDY)  from  CONUS  to  over¬ 
seas  or  who  are  traveling  to  or  from  the  designated  place  of  such 
duty  under  competent  authority;  certain  civilian  employees  and  de¬ 
pendents  of  military  personnel  who  die  in  mishaps  while  traveling 
aboard  MAC  or  MAC-chartered  flights  or  by  other  means  of  MAC 
overseas  travel;  certain  foreign  nationals  and  certain  employees  in 
the  CONUS  when  death  was  the  proximate  result  of  their  employ¬ 
ment.  A  casualty  is  defined  as  members  of  the  armed  forces  and 
certain  civilians  who  are  lost  to  their  organization  by  reason  of  hav¬ 
ing  been  declared  dead,  wounded,  injured,  or  diseased.  The  casual¬ 
ty  case  file  is  comprised  of  messages  pertaining  to  the  member;  a 
copy  of  the  Record  of  Emergency  Data;  Air  Force  Military  Person¬ 
nel  Center  Form  ,  CONUS  deatWMissing;  Department  of  Defense 
Report  of  Casualty;  copy  of  Assignment  of  Assistance  Responsibili¬ 
ty  letter;  Veterans  Administration  (VA)  ,  Servicemen's  Group  Life 
Insurance  Election;  correspondence  from  the  base/AFMPC  to/from 
the  next  of  kin  (NOK);  Air  Force  Form  ,  Acknowledgement  and/or 
Transfer  of  Casualty  Assistance  Case;  AFMPC  Casualty  Documen¬ 
tation  Record;  Statement  of  Service;  copy  of  notification  message; 
Western  Union  messages;  Mortuary  messages;  Report  of  Facts  and 
Circumstances;  autopsy;  and  other  related  correspondence  and 
forms  which  pertain  to  the  file.  Record  of  Emergency  Data  (Being 
Maintained  on  all  Air  Force  personnel  on  extended  active  duty 
(EAD)  and  Air  Force  Academy  Cadets.  Missing  Persons  Case  Files. 
Reports  submitted  on  United,  States  Air  Force  (USAF)  personnel 
who  become  missing  as  defined  in  Section  351,  Chapter  10,  Title 
37,  United  States  Code.  Convenience  rosters  of  those  persons,  co¬ 
pies  of  communications  from  and  to  next  of  kin,  intelligence  re¬ 
ports.  items  received  through  news  media,  some  films. 

Authority  for  maintenance  of  the  system:  Chapter  31,  Title  44, 
United  States  Code  (USC)  3101-3107,  Records  Management  by 
Federal  Agencies;  Chapter  33,  Title  44,  USC  3301-3314,  Disposal  of 
Records;  Title  10,  USC  2771,  Armed  Forces  -  Accountability  and 
Responsibility;  ;  Sections  533  and  336,  Chapter  10,  Title  37,  United 
States  Code,  Pay  and  Allowances  of  the  Uniformed  Services,  Pay¬ 
ments  to  Missing  Persons; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Support  of  the  Casualty 
Services  Program.  The  information  is  used  to  assist  the  Air  Force 
in  effecting  expeditious  reporting,  dignified  and  humane  notifica¬ 
tions,  and  efficient  and  thorough  assistance  to  the  next  of  kin  of  all 
casualties  as  previously  defined.  Primary  user  is  the  Air  Force 
Casualty  Division,  Major  Commands  (MAJCOMs),  and  bases  of  as¬ 
signment  and/or  reporting  installation.  Air  Force  (AF)  Mortuary. 
Records  contain  histories  of  all  known  data  surrounding  the  missing 
statuses,  recording  dealings  with  next  of  kin,  and  reflecting  efforts 
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to  obtain  all  possible  information  through  normal  and  intelligence 
channels  as  well  as  the  results  of  those  efforts.  Contain  record  of 
personnel  actions  taken  which  involve  the  missing  persons  as  well 
as  actions  taken  in  accordance  with  public  law.  Rosters  are  main¬ 
tained  for  convenience  of  completing  many  actions.  Primary  users 
are  personnel  in  the  Casualty  Division.  Air  Force  Military  Person¬ 
nel  Center.  Decentralized  segment  is  maintained  for  rapid  response 
to  queries  by  high-level  personnel  in  the  Washington,  District  of 
Columbia  (DC)  area.  The  Record  of  Emergency  Data  is  used  to 
show  the  names  and  addresses  of  service  member's  spouse,  chil¬ 
dren.  parents  and  other  persons  the  member  wants  notified  should 
he/she  become  a  casualty.  Serves  as  an  official  document  required 
by  law  (Title  10,  United  States  Code  (USC)  2771)  for  designating 
beneficiaries  for  death  gratuity  and  unpaid' pay  and  allowances. 
Also  used  to  designate  a  person  to  receive  an  allotment  of  pay  if 
the  member  becomes  missing,  captured  or  interned.  Primary  user  is 
the  Casualty  Division. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  dteposiag  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders,  cabinets,  and  film 
cannisters. 

Retrievability:  Filed  by  Name 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Casualty  records  are  accessible  only  to  authorized 
personnel  assigned  to  the  Casualty  Division.  Personnel  are  on  duty 
7  days  per  week,  24  hours  a  day.  Also,  access  to  the  building  after 
duty  hours  is  controlled  by  Security  Police  personnel. 

Retention  and  disposal:  Records  are  both  temporary  and  per¬ 
manent.  They  are  retained  in  active  file  until  the  member’s  status  is 
changed  to  deceased  or  returned  to  military  control.  One  year  after 
that  time,  selected  temporary  records  are  destroyed  and  all  per¬ 
manent  records  are  retired  to  the  National  Personnel  Records 
Center.  Remaining  temporary  records  are  destroyed  ten  years  after 
date  of  death  or  return  to  military  control.  Recotds  of  Casualty  and 
casualty  case  files  are  permanent  records.  They  are  retained  in  ac¬ 
tive  file  until  application  or  receipt  of  all  allowable  benefits,  then 
forwarded  to  the  National  Personnel  Records  Center,  9700  Page 
Boulevard.  St.  Louis.  Missouri  63132.  Case  files  pertaining  to 
civilians;  foreign  nationals;  very  seriously  ill  or  seriously  ill  per¬ 
sons;  and  dependents  of  military  personnel  are  destroyed  90  days 
after  administrative  closing  of  the  case.  Records  of  Emergency 
Data  are  retained  until  the  member  is  relieved  from  active  duty, 
then  destroyed.  Destroyed  by  shredding,  burning,  or  by  tearing  into 
pieces. 

System  manager(s)  and  addrem:  Assistant  Deputy  Chief  of  Staff, 
Personnel  for  Military  Personnel,  Air  Force  Military  Personnel 
Center,  Randolph  Air  Force  Base,  Texas  78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  acccu  procedures;  Requests  from  individuals  should  be 
addressed  to:  Air  Force  Military  Personnel  Center/Casualty  Divi¬ 
sion  (AFMPC/DPMC),  Randolph  Air  Force  Base,  Texas  78148.  If 
records  have  been  retired,  the  request  will  be  forwarded  to  Na¬ 
tional  Personnel  Records  Center  (NPRC).  Written  requests  should 
contain  the  full  name  and  Social  Security  Account  Number  of  the 
member  as  well  as  an  indentifiqation  as  complete  as  possible  of  the 
desired  material  including,  if  known,  its  title,  description,  number, 
date  and  issuing  authority.  For  personal  visits,  the  individual  must 
provide  some  acceptable  identification;  that  is.  drivers  license, 
identification  card,  or  give  some  verbal  information  that  can  be 
verified  in  the  case  folder.  . 

Contcstlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  provided  by  next  of  kin, 
organization  of  assignment,  information  extracted  from  Master  Per¬ 
sonnel  Records,  documents  generated  within  the  Casualty  Division, 
Air  Force  Military  Personnel  Center,  correspondence  produced  in 
providing  casualty  notification/assistance/processing. 

Systems  exempted  from  certain  provisioBs  of  the  act:  NONE 
F03003  XOXXX 

System  name:  03003  XOXXX  Next  of  Kin  Inquiries  Civilian 
MIA/PWs 

System  location:  Headquarters  United  States  Air  Force,  Washing¬ 
ton  DC  20330. 


Categories  of  iadividuals  covered  by  the  system:  Dependents  of 
military  personnel.  MIA/PW  Sponsor  Peace  Corps  and  State  De¬ 
partment  personnel,  and  other  US  civilian  employees 

Categories  of  records  in  the  system:  Correspondence  Background 
data  Intelligence  Reports 

Authority  for  maiutenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Background  data  for 
Plans  and  Policy  Formulation 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage;  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know  Records  are 
stored  in  safes. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Division  Chief,  Plans  and  Policy 
Division,  Hq  USAF  (XOXXX)  Washington  D  C.  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Sources  include  information  requests 
from  next-of-kin,  PW  or  MIA  personnel;  master  personnel  records, 
and  intelligence  reports. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004  AFDPMDA 

System  name:  Contingency  Planning  Support  Capability  (CPSO- 
Data  Systems  Designator  (DSD)  A349 

System  location:  Headquarters  Strategic  Air  Command,  Offutt 
AFB,  NB  68113,  Headquarters  Tactied  Air  Command,  Langley 
AFB,  VA  23363,  Headquarters  Military  Airlift  Command,  Scott 
AFB,  IL  62225,  Headquarters  Aerospace  Defense  Command.  Ent 
AFB  CO  80912,  Headquarters  Air  Force  Communications  Service, 
Richards-Gebaur  AFB  MO  64030,  Headquarters  United  States  Air 
Forces  Europe,  Ramstein  Air  Base  (AB),  APO  New  York  09012, 
and  Headquarters  Pacific  Air  Forces.  APO  San  Francisco  96SS3. 

Categories  of  individuals  covered  by  the  system:  Records  are  main¬ 
tained  on  officer  and  enlisted  personnel  that  are  projected  or  de¬ 
parted  on  Temporary  Duty  (TDY)  in  support  of  contingency 
deployment  or  manning  assistance  projects. 

Categories  of  records  in  the  system:  Data  maintained  on  in¬ 
dividuals  consists  of  200  characters  of  data  that  fall  into  the  follow¬ 
ing  categories:  Individual  identification,  skills,  assigned  organiza¬ 
tion.  attached  (TDY)  organization  and  location,  period  and  type  of 
TDY,  and  projected  completion  date.  Information  is  related  only  to 
the  current  performance  of  TDY  of  the  individual  on  a  specific  pro¬ 
ject.  ’ 

Authority  (or  maintenance  of  the  system:  Title  44  United  States 
Code,  Section  3101  and  Title  10  United  States  Code,  Section  8032. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Data  described  herein 
represents  only  that  portion  of  CPSC  that  contains  individually 
identifiable  data  records.  Other  records  in  CPSC  provide  manpower 
authorizations  to  deploy  personnel  resources.  The  individual  data 
provides  the  necessary  information  to  insure  that  right  numbers  of 
personnel  with  the  appropriate  skills  are  projected/deployed  in  sup¬ 
port  of  a  contingency  plan.  Standard  output  programs  summarize 
the  individual  data  records  and  perform  comparative  routines  to 
monitor  the  deploying  force  in  relationship  to  the  CPSC  deploy¬ 
ment  manning  document.  Individual  data  records  are  provided  to 
the  CPSC  via  a  magnetic  tape  file  interface  with  the  Advanced  Per¬ 
sonnel  Data  System  (APDS).  This  file  is  provided  on  an  as  required 
frequency  basis  with  production  permissible  as  often  as  the  APDS 
files  are  updated  at  the  Major  Air  Command. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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Storage:  Maintained  on  computer  magnetic  tape*. 

Maintained  on  disks  or  drums. 

RatfiaraMIhyt  Individual  data  records  are  not  accessed  nor  dis¬ 
played  reflecting  name  or  SSAN  by  standard  CPSC  programs. 
Retrieval  programs  available  to  Major  Air  Command  personnel 
managers  may  be  utilized  to  access  individual  data. 

Safagnnrds:  Recoida  are  accessed  by  personfs)  responsible  for 
servicing  the  record  system  in  performance  of  thek  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  computer  system  software. 

Retentioa  and  disposal:  Records  are  maintained  only  for  the  dura¬ 
tion  of  the  TDY  period.  Upon  expiration  of  the  TDY,  records  are 
programmatkally  deleted  by  the  APDS. 

System  managers)  and  addreas:  Deputy  Chief  of  Staff/Personnel, 
Hcad4)uarters  United  States  Air  Force. 

Director  of  Personnel  Data  Systems,  Assistant  Deputy  Chief  of 
Staff  for  Personnel,  Military  Personnel,  Randolph  AFB,  TX,  and 
Director  of  Personnel  Data  Systems  at  each  Major  Air  Command 
Head<|uarters  provided  in  the  system  location  identification. 

NutMkalioa  procedure:  Director  of  Personnel  Data  Systems  at 
each  Major  Air  Command  Headquarters  provided  in  the  system  lo¬ 
cation  identification. 

Record  access  procedures:  Director  of  Personnel  Data  Systems  at 
each  Major  Air  Command  Headquarters  provided  in  the  system  lo¬ 
cation  identification. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rocurd  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Data  is  provided  from  system  interface,  at  the  Major  Air  Com¬ 
mand,  with  the  Advanced  ^rsonnel  Data  System.  Data  is  originaQy 
generated  from  the  base  level  personnel  data  system  by  the  Con¬ 
solidated  Base  Personnel  Office,  as  a  result  of  force  deployments 
or  inter-base  manning  assistance  actions. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
P03004  AFDPMDB 

System  name:  03004  AFDPMDB  Advanced  Personnel  Data  System 
(APDS)  •  ADS:  E300 

System  locatloa:  Headquarters  United  States  Air  Force,  Washing¬ 
ton  DC  20330.  Air  Force  Military  Personnel  Center,  Randolph  Air 
Force  Base,  TX  78148.  Air  Reserve  Personnel  Center,  7300  East 
First  Avenue,  Denver,  CO  80280.  Headquarters  of  the  major  com¬ 
mands  and  separate  operating  agencies  and  at  consolidated  base 
personnel  offices,  at  central  civil^  personnel  offices  (CCPOs)  and 
at  consolidated  reserve  personnel  offices.  Official  madihg  addresses 
are  in  the  Department  of  Defense  directory  in  the  appendix  to  the 
Air  Force’s  systems  notice.  The  Central  Data  Processing  facility  for 
APDS  b  operated  by  the  Directorate  of  Personnel  Data  Systems,. 
Asst  DCS/Personnel  for  Military  Personnel,  Headquarters  USAF, 
Randolph  AFB,  TX,  78148.  Remote  terminals  located  within  this 
Air  Force  Military  Personnel  Center  (AFMPC)  complex  permit 
authorized  users  access  to  the  central  data  base.  In  addition, 
remote  terminals  located  at  Headquarters  of  the  foOowmg  major 
commands  provide  direct  access  to  the  Central  Data  Base  at  Ran¬ 
dolph  AFB  for  update  and  retrieval  of  data:  Hq  Air  Training  Com- 
mand/DPD,  Randolph  AFB,  TX  78148;  Hq  Strategic  Air  Com- 
mand/DPD,  Offutt  AFB,  NE  68113;  Hq  Tactical  Air  Com- 
mand/DPD,  Langley  AFB,  VA  23363;  Hq  Aerospace  Defense  Com- 
mand/DPD,  Ent  AFB  CO  80912;  Hq  Air  Force  Logbtics  Com- 
mand/DPM,  Wright  Patterson  AFB  OH  43433;  Hq  Air  Force 
Systems  Command/DPD,  Andrews  AFB,  MD  20331;  Hq  Air 
University /DPD,  MaxweD  AFB,  AL  38112.  Hq  Military  Airlift 
Command/DPD,  Scott  AFB,  II  62223;  Hq  USAF  Security  Service/ 
DPD,  San  Antonio,  TX  78243;  Hq  Air  Force  Communications  Ser- 
vice/DPD,  Richards-Gebaur  AFB,  MO  64030;  Hq  Air  Force 
Reserve/DPD,  Robins  AFB,  OA  31098;  Hq  Pacific  Air  Force/DPD, 
APO  San  Francisco  96333;  HQ  United  States  Air  Force  Eu- 
rope/DPD,  APO  New  York  09012;  HQ  Alaskan  Air  Com- 
mand/DElmendorf  AFB,  AK  99306.  Certain  Air  Force  Staff  Ren¬ 
ews,  Separate  Operating  Activities  and  other  speemlized  activities 
are  provided  remote  access  to  tiie  Central  Data  Base  as  required  to 
discharge  their  respective  functions.  Remote  terminals  to  support 
these  requirements  are  found  at  the  following  locations:  The  For- 


restal  Bldg,  (HQ  USAF/Surgeon  General,  HQ  USAF/Judge  Ad¬ 
vocate,  HQ  USAF/Director  ^  ChriUan  Personnel)  Washington  DC 
20314;  The  Pentagon,  (HQ  USAF/Director  of  Personnel  Plans,  ftQ 
USAF/Director  of  Personnel  ProgramsHQ  USAF/Reserve  Person¬ 
nel  Divbion,  National  Guard  Bureau/Air  Personnel  Divbion,  HQ 
USAF/  Assbtant  for  Colonels’  Assignments)  Washington  DC 
20330;  Air  Reserve  Personnel  Center,  Director  of  Personnel 
Systems,  7300  East  First  Avenue,  Denver  CO  80280;  Hq  Air  Force 
Reserve,  Robins  AFB,  GA  31098,  United  States  Air  Force  Acade¬ 
my,  Colorado  Springs,  CO  80840,  Air  Force  Accounting  and 
Finance  Center,  Lowry  AFB,  Denver,  CO  80279,  Air  Force  Office 
of  Special  Investigations,  Washington,  DC  20330,  Air  Force  Data 
Automation  Agency,  Gunter  AFS,  AL  36114,  Air  Force  Audit 
Agency,  Norton  AFB,  CA  92409,  Air  Force  Intelligence  Service,  Ft 
Belvob,  VA  22060,  Air  Force  Inspection  and  Safety  Center,  Nor¬ 
ton  AFB,  CA  92409,  Air  Force  Technical  Evaluation  Center,  Kirt- 
land  AFB,  NM  87117,  and  Headquarters  United  States  Air  Force, 
Pentagon.  Washington,  DC  20330;  Washington  Area  Automated 
Data  Processing  Support  Offke/DPMDQ,  Bolhng  AFB,  DC  20332; 
Hq  Air  Training  Command.  Directorate  of  Student  Resources,  and 
Deputy  Chief  of  Staff  for  Recruiting  Service,  Randolph  AFB,  TX 
78148;  Office  of  CiviUan  Personnel  Operations,  Randolph  AFB.  TX 
78148;  Consolidated  Base  Personnel  Offices  (CBPO’s)  and  CCPOs 
located  at  selected  Air  Force  Bases  around  thworld  maintain  com¬ 
puter  data  bases  on  persons  for  whom  they  have  a  servicing 
responsibility.  In  addition,  CBPO’s  and  CCPOs  can  request  -  by 
mail  or  the  DOD  Automatic  Digital  Network  (AUTODIN)  data 
from  the  Central  Data  Base  at  Randolph  AFB.  TX.  CBPOs  and 
CCPOs  do  not  have  direct  remote  acceto  the  (Tentral  Data  Base. 
Official  mailing  addresses  of  CBPOs  and  CCPOs  are  in  the  DOD 
directory  inthe  appendix  to  thb  systems  notice.  The  three  APDS 
processing  echelons  (Base,  Major  Command,  and  Hq  USAF)  are 
linked  into  one  vertical  system.  The  CBPOs  are  linked  into  major 
Command  and  HQ  USAF  vb  AUTODIN.  Major  Commands  are 
linked  into  HQ  USAF  via  AUTODIN  and  telecommunications  net¬ 
work.  Data  items  are  updated  by  the  office  and  at  the  level  having 
primary  responsibility  for  the  item  in  question.  Data  may  be 
retrieved  by  the  office  and  at  the  level  having  a  validated  require¬ 
ment  for  access  to  it. 

Categories  el  ladividub  covered  by  the  system:  Air  Force  active 
duty  military  personnel.  Ab  Force  Reserve  personnel.  Air  National 
Guard  personnel.  Retired  Air  Force  military  personnel.  Air  Force 
Academy  cadets.  Air  Force  CiviUan  Employees.  Certain  surviving 
dependents  of  deceased  members  of  the  US  Ab  Force  and 
predecessor  organizations;  potential  Ab  Force  enlistees;  candidates 
for  commbsion  enrolled  in  college  level  Ab  Force  Reserve  Officer 
Training  Corps  Programs;  Deceased  members  of  the  Ab  Force  and 
predecessor  organizations;  Separated  members  of  the  US  Ab 
Force,  the  Ab  National  Guard  (ANG)  and  Ab  Force  Reserve 
(USAFR);  ANG  and  USAFR  Technkbns;  Prospective,  pending, 
current,  and  former  Ab  Force  civilian  employees,  except  Ab  Na¬ 
tional  Guard  Technkians  and  nonappropriated  fund  employees-cur- 
rent  and  former  civilian  employees  from  other  Governmental  agen- 
cks  that  are  servked  at  CCPCis  may  be  incat  the  option  of  servk- 
ingCCPO. 

Catcgorica  of  records  in  the  system:  The  principal  digital  record 
maintained  at  each  APDS  operating  level  is  the  master  personnel 
record,  whkh  contains  the  following  categories  of  information:  1. 
Accession  data  -  that  data  whkh  pertains  to  an  individuals  entry 
into  the  Ab  Force.  Some  examples  are:  Place  of  enhstment  source 
of  commission,  home  of  record,  date  of  enlistment,  place  from 
whkh  ordered  to  EAD.  2.  Education  and  training  data,  describing 
the  level  and  type  of  education  and  training  civilian  or  military  - 
received  by  the  data  subject,  for  instance:  academk  education 
level,  major  academk  specialty,  professional  specialty  courses 
completed,  professional  military  education  received.  3.  Utilization 
data  -  that  information  which  is  used  in  assigning  and  reassigning 
the  individual,  determining  skfll  qualifkations,  awarding  Ab  Force 
Specialty  codes,  determining  duty  location  and  job  assignment, 
screening/selecting  individual  for  overseas  assignment,  performing 
strength  accounting  processes,  etc.  Examples  are:  Primary  Ab 
Force  Specialty  code.  Duty  and  Conbot  Ab  Force  Specialty  Code, 
personnel  accounting  symbol,  duty  location,  up  to  24  previous  duty 
assignments,  aeronautkal  rating,  date  departed  last  duty  station, 
short  tour  return  date,  reserve  section,  current/last  oversea  tour.  4. 
Evaluation  Data  -  data  relating  to  various  evahiatkos  performed  on 
members  of  the  Ab  Force  during  theb  career,  for  example:  Offker 
Effectiveness  Report  dates  and  ratings.  Airman  Performance  Re¬ 
port  dates  and  ratings,  results  of  various  qualifkation  tests,  an 
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'Unfavorable  Information’  indicator,  and  Drug  and  Alcohol  Abuse 
data.  3.  Promotion  Data  -  concerning  an  individual’s  promotion  his¬ 
tory.  current  grade  and/or  selection  for  promotion.  e.g.:  current 
grade,  date  of  rank  and  effective  date;  up  to  10  previous  grades, 
dates  of  rank  and  effective  dates;  projected  temporary  grade,  key 
’service  dates.’  6.  Compensation  data  •  although  APDS  does  not 
deal  directly  with  paying  Air  Force  members,  mUitary  pay  is  largely 
predicated  on  personnel  data  maintained  in  APDS  and  provided  to 
the  Air  Force  Accounting  and  Finance  Center  (AFAFC)  as 
described  in  ROUTINE  USES  below.  Among  these  data  are:  Pay 
date.  Aviation  Service' Code,  sex,  grade,  proficiency  pay  status.  7. 
Sustentation  data  -  information  dealing  with  programs  provided  or 
actions  taken  to  improve  the  life,  personal  growth  and  morale  of 
Air  Force  members.  In  this  Category  are  such  items  as:  awards  and 
decorations,  marital  status,  number  of  dependents,  religious 
denomination  of  member  and  spouse,  race  relations  education.  8. 
Separation  and  retirements  data,  which  identifies  an  individual’s 
eli^bility  for  and  reason  for  separation,  using  items  such  as:  date 
of  separation,  mandatory  retirement  date,  projected  or  actual 
separation  program  designator  and  character  of  discharge.  At  the 
central  processing  site  (AFMPC),  a  number  of  subsidiary  files  or 
processes  are  operated.  Although  some  may  be  called  ’systems’, 
they  are  in  fact  integral  parts  of  APDS,  and  function  as  such.  1. 
Procurement  Management  Information  System  (PROMIS)  •  is  an 
automated  system  designed  to  enable  the  USAF  to  exercise  effec¬ 
tive  management  and  control  of  the  personnel  procurement  person¬ 
nel  required  to  meet  the  total  scheduled  manpower  requirements 
necessary  to  accomplish  the  Air  Force  mission.  The  system  pro¬ 
vides  the  recruiter  with  job  requirement  data  such  as  necessary  test 
scores.  Air  Force  Specialty  C^e,  sex,  date  of  enlistment;  and  the 
recruiter  enters  personal  data  on  the  applicant  -  SSAN,  name,  date 
of  birth,  etc.  •  to  reserve  the  job  for  him  or  her.  2.  Career  Airman 
ReenlisUnent  Reservation  System  (CAREERS)  -  is  a  selective  reen¬ 
listment  process  that  manages  and  controls  the  numbers  by  skill  of 
first-term  airmen  that  can  enter  the  career  force  to  meet  established 
objectives  for  accomplishing  the  Air  Force  mission.  A  process  and 
to  recruit  and  enlist  the  quantity  and  quality  of  prior  and  non-prior 
service  centralized  data  bank  contains  the  actual  number,  by 
quarter,  for  each  Air  Force  Specialty  Code  (AFSC)  that  can  be  al¬ 
lowed  to  reenlist  during  that  period.  The  individual  requests  reen¬ 
listment  by  stating  his  eligibility  (AFSC.  grade,  active  military  ser¬ 
vice  time,  etc).  If  a  vacancy  exists,  a  reservation  -  by  name,  SSAN, 
etc  •  will  be  made  and  issued  to  the  CBPO  processing  the  reenlist¬ 
ment.  3.  Airman  Accessions  -provides  the  process  to  capture  a  new 
enlistee’s  initial  personal  data  (entire  personnel  record)  to  establish 
that  person’s  personnel  data  record  and  gain  it  to  the  Master  Per¬ 
sonnel  File,  whereby  it  will  add  to  the  strength  of  the  Air  Force. 
The  initial  record  data  is  captured  through  the  established  interface 
with  the  Processing  and  Classification  of  Enlistees  System  (PACE) 
at  Basic  Military  Training.  Lackland  AFB  for  non-prior  service; 
For  prior  service  enlistees  the  basic  data  (Name.  SSAN,  DOE, 
Grade,  etc)  is  input  directly  by  USAF  Recruiting  Service  and  up¬ 
dated  and  completed  by  the  initial  gaining  CBPO.  4.  Officer  Acces¬ 
sions  -  is  the  process  whereby  each  of  the  various  Air  Force 
sources  of  commissioning  (AF  Academy,  AFROTC,  Officer  Train¬ 
ing  School,  etc.)  project  their  graduates  in  advance  allowing 
management  to  select  by  skill,  academic  specialty,  etc  which  and 
how  many  will  be  called  to  active  duty  when,  by  entering  into  the 
record  an  initial  assignment  and  projected  entry  onto  Active  Duty 
date.  On  that  date  the  individual’s  record  is  accessed  to  the  active 
Master  Personnel  File  and  gained  to  the  strength  of  the  Air  Force. 

5.  Technical  Training  Management  Information  System  (TRAMIS) 
is  a  system  dealing  with  the  Technical  Training  activities  controlled 
by  Air  Training  Command.  The  purpose  of  the  system  is  to  in¬ 
tegrate  the  training  program,  quota  control  and  student  accounting 
into  the  personnel  data  system.  TRAMIS  consists  of  numerous  files 
which  constitute  ’quota  banks’  of  available  training  spaces,  in 
specific  courses,  projected  for  future  use  based  on  estimated  train¬ 
ing  requirements.  Files  include  such  data  as:  Course  Identification 
Numbers,  Class  Start  and  Graduation  Dates,  Length  of  Training, 
Weapon  System  Identification,  Training  Priority  Designators, 
Responsible  Training  Centers,  Trainee  Names.  SSAN  (and  other 
pertinent  personnel  data)  on  individuals  scheduled  to  attend  classes. 

6.  Training  Pipeline  Management  Information  System  (TRAPMIS) 
is  an  automated  quota  allocating  system  which  deals  with  special¬ 
ized  combat  aircrew  training  and  aircrew  survival  training.  Its  files 
constitute  a  'quota  bank’  against  which  training  requirements  are 
matched  and  satisfied  and  through  which  trainees  are  scheduled  in 
’pipeline’  fashion  to  accommodate  the  individual’s  scheduled  geo¬ 
graphical  movement  from  school  to  school  to  end  assignment.  Files 


contain  data  concerning  the  courses  monitored  as  well  as  Names,  i 

SSAN’s  and  other  pertinent  personnel  data  on  members  being  : 

trained.  7.  Air  Force  Institute  of  Technology  (AFIT)  Quota  Bank  i 

File.  This  file  reflects  the  AFIT  program  quotas  by  academic  spe-  | 

cialty  for  each  fiscal  year  (current  plus  two  future  fiscal  years,  plus  | 

the  past  fiscal  year  programs  for  historical  purposes).  Also,  this  file 
reflects  the  total  number  of  quotas  for  each  academic  specialty.  Of¬ 
ficer  assignment  transactions  process  against  the  AFIT  Quota  Bank 
file  to  reflect  the  fill  of  AFIT  Quotas.  Examples  of  data  maintained 
are:  Academic  Specialty,  Program  Level,  Fiscal  Year,  Name  of  In¬ 
cumbent  selected,  projected,  filling  AFIT  Quota.  8.  Job  File.  The 
Job  File  is  derived  from  the  Authorization  Record  and  is  accessible 
by  Position  Number.  Resource  managers  can  use  the  Job  File  to 
validate  authorizations  by  Position  Number  for  assignment  actions 
and  also  to  make  job  offers  to  *  individual  officers.  Internal 
suspensing  within  the  Job  File  occurs  based  upon  Resource 
Managers  update  transactions.  Data  in  the  file  includes:  Position 
Num^r,  Duty  AFSC,  Functional  Account  Code,  Program  Element, 
Location,  and  name  of  incumbent.  9.  Casualty  subsystem  is  com¬ 
posed  of  a  number  of  transactions  which  may  be  input  at 
Headquarters  Air  Force  and/or  CBPO’s  to  report  death  or  serious 
illness  of  members  from  all  components.  A  special  file  is  main¬ 
tained  in  the  system  to  record  various  information  on  individuals  on 
whom  death  has  occurred.  Besides  basic  identification  data  unique 
data  such  as  country  of  occurrance,  date  of  incident,  casualty 
group,  aircraft  involved  in  the  incideht  and  military  status  are 
recorded  and  maintained  in  this  file.  10.  Awards/Decorations: 
Awards/Decorations  are  recorded  and  maintained  on  all  component 
personnel  in  the  headquarters  Air  Force  master  files.  All  approved 
decorations  are  input  at  CBPO’s  whereas  disapproved  decorations 
are  input  at  MAJCOM/HAF.  A  decorations  statistical  file  is  built  at 
AFMPC  which  reflects  an  aggregation  of  approvals/disapprovals  by 
categop'  of  decoration.  This  file  does  not  reflect  any  individually 
identifiable  data.  All  individually  identifiable  data  on  decorations  is 
maintained  in  the  Master  Personnel  File.  Such  information  as  the 
type  of  decoration,  awarding  authority,  special  order  number  and 
date  of  award  are  identified  in  an  individuals  record.  Seven  oc- 
curances  for  all  decorations  are  stored;  however  only  specific  data 
on  the  last  decoration  of  a  particular  type  is  maintained.  11.  Point 
Credit  Accounting  and  Reporting  System  (PCARS).  This  system  is 
an  Air  National  Guard/ Air  Force  Reserve  Unique  supported  by 
APDS.  Its  basic  purpose  is  to  maintain  and  account  for  retire¬ 
ment/retention  points  accrued  as  a  result  of  participating  in  Drills/ 
Training.  The  system  stores  basic  personal  identification  data  which 
is  associated  with  a  calendar  of  points  earned  by  participation  in 
various  elements  of  the  Reserve  program.  Each  year  an  individuals 
record  is  closed  and  point  totals  are  accumulated  in  history,  and  a 
point  earning  statement  is  provided  the  individual  and  various 
records  custodians.  12.  Human  'Reliability/Personnel  Reliability 
File:  This  fOe  is  maintained  at  Headquarters  Air  Force  in  support 
of  AFM  33-98  and  AFR  33-99.  It  is  not  part  of  the  Master  Person¬ 
nel  Files  but  a  free  standing  file  which  is  updated  by  transactions 
from  CBPO’s.  The  file  was  established  to  specifically  identify  in¬ 
dividuals  who  have  become  permanently  disqualified  under  the 
provisions  of  the  above  regulations.  A  record  is  maintained  on  each 
disqualified  individual  which  includes  basic  identification  data,  ser¬ 
vice  component,  Personnel/Human  reliability  status  and  date,  and 
reason  for  disqualification.  13.  Variable  Incentive  Pay  (VIP)  File 
for  medical  officers:  Contains  about  123  character  record  on  aU  Air 
Force  physicians  and  is  specifically  used  to  identify  whether  the  in¬ 
dividual  is  participating  in  the  Continuation  Pay  or  Variable  Incen¬ 
tive  Pay  programs.  Update  to  this  file  is  provided  by  the  Surgeon 
(AFMPC).  the  Air  Force  Accounting  and  Finance  Center  and 
directly  from  changes  to  the  Master  Personnel  File.  Besides  basic 
identification  data  an  individual’s  record  includes  source  of  ap¬ 
pointment,  graduate  medical  location  status,  amount  of  VIP  or  Con¬ 
tinuation  Pay  and  the  dates  of  authorization  and  the  dates  and 
reason  for  separation.  13.  Weighted  Airman  Promotion  System:  (a) 

The  Test  Scoring  and  Reporting  Subsystem  (TSRS)  encompasses: 
Identifying  at  the  CBPO  individuals  eligible  for  testing:  providing 
output  to  the  Base  Test  Control  Officer  and  the  CBPO  to  control,  I 
monitor,  and  operate  WAPS  testing  functions;  editing  and  scoring 
WAPS  test  answer  cards  at  AFMPC;  providing  output  for  maintain-  ! 
ing  historical  and  analytical  files  at  AFMPC  and  the  Human 
Resources  Laboratory  (HRL)  and  includes  the  central  identification 
at  AFMPC  of  individuals  eligible  for  testing,  (b)  The  Personnel 
Data  Reporting  Subsystem  (PDRS)  provides  for:  identifying  promo¬ 
tion  eligibles  at  AFMPC;  verifying  these*  eligibles  and  selection 
promotion  data;  merging  test  and  weighted  promotion  data  at 
AFMPC  to  effect  promotion  scoring,  assigning  the  promotion  ob- 
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iective  and  aligning  selectees  in  promotion  priority  sequence,  main¬ 
taining  protections  on  promotion  selectees  at  AFMPC,  MAJCOM. 
and  the  CBPO;  updating  these  projections  monthly;  creating  output 
products  to  monitor  the  flow  of  data  in  the  system;  maintaining 
promotion  historical  and  analytical  files  and  reports  at  AFMPC.  (c) 
Basically,  identification  data  along  with  time  in  grade,  test  scores, 
decoration  information,  time  in  service,  and  airman  performaiKe 
report  history  is  used  to  support  this  program.  16.  Retired  Person¬ 
nel  Data  System  (RPDS)  is  made  up  of  four  files  •  Retired  Officer 
Management  File  and  Retired  Airman  Management  File  containing 
records  on  members  in  retired  status  and  the  Retired  Officer  and 
Airman  Loss  Files  containing  records  on  former  retirees  who  have 
been  lost  from  rolls,  usually  through  death.  The  RPDS  is  used  to 
produce  address  listings  for  the  Retired  Newsletter  and  Policy 
letter,  statistical  reports  for  budgeting,  to  manage  the  Advancement 
Program,  the  Temporary  Disability  Retired  List,  Age  39  rosters  for 
ARPC,  General  Officer  roster,  and  statistical  digest  data  for 
management  analysis  functions.  Data  is  extracted  from  the  master 
files  upon  retirement  from  Active  Duty  or  Reserves.  Data  includes: 
Name.  SSAN,  Grade  data,  service  data.  Education  data.  Retire¬ 
ment  data  and  address.  17.  Separated  Officer  File  contains  histori¬ 
cal  information  on  officers  who  leave  the  Air  Force  via  separation, 
retireasent,  or  death.  Copies  are  sent  to  Human  Resources  Lab  and 
Washington  offices  for  research  purposes.  The  data  comprises  the 
Master  Personnel  Record  in  its  entirety  and  is  captured  30  to  60 
days  after  separation  from  the  Air  Force.  18.  Airman  Gain/loss  File 
includes  data  extracted  from  the  Airman  Master  file  when  acces¬ 
sion  and  separation  (gains  and  losses)  occur.  This  file,  like  the 
Separated  Officer  File,  is  used  for  historical  reports  regarding 
strength  changes.  Data  includes  Name,  SSAN,  and  other  data  that 
reflects  strength.  i.e.,  promotions,  reassignment  data,  specialty 
codes,  etc.  19.  Officer  and  Airman  Separation  Subsystem  is  used  to 
process,  track,  approve,  disapprove  and  project  separations  from 
the  Air  Force  and  transfers  bMween  components  of  the  Air  Force. 
This  subsystem  uses  the  Active,  Guard,  and  Reserve  MPFs.  Data 
used  includes  that  specifically  related  to  separatioos,  e.g..  Date  of 
SepMtion,  Sepaiatioo  Program  Designator,  waivers,  etc.  20.  The 
Retirements  Subsystem  is  used  to  process  and  track  applications 
for  and  approval/  disapproval  and  projections  of  retirements.  This 
subsystem  uses  the  Master  Files  for  Active  Doty  and  Reserve  of¬ 
ficers  and  airmen.  Data  specifically  related  to  retirements  includes 
application  data,  date  of  separation,  waiver  codes,  disapproval 
reason  codes.  Operation  Program  Designator,  Title'  10  United 
States  Code  section,  etc.  21.  Retired  Orders  Log  is  generated  by 
the  computer-produced  retirement  orders  routine.  Ordm  are  auto¬ 
matically  produced  when  approval,  verification  of  service  dates, 
and  physical  clearance  have  been  entered  in  system.  The  orders  log 
contains  data  found  in  administrative  orders  for  retirement,  includ¬ 
ing  imme,  SSAN,  grade,  order  number,  effective  dates,  etc.  The  log 
is  used  to  control  assignment  of  order  number,  and  as  a  cross- 
reference  between  orders,  revocations,  and  amendments.  22. 
General  Officer  Subsystem  of  APDS.  The  General  Officer 
Subsystem  of  APDS  contains  data  extracted  from  the  Master  Per¬ 
sonnel  File  and  language  qualification  data  and  assignment  history 
data  maintained  by  the  Assistant  for  General  Officer  matters.  A 
record  is  maintain^  on  each  general  officer  and  general  officer 
selectee.  The  general  officer  files  is  updated  monthly  and  is  used  to 
produce  products  used  in  the  selection/identification  of  general  of¬ 
ficers  for  applicable  assignments.  23.  Officer  Structure  Simulation 
Model  (OSSM).  The  Officer  Structure  and  Simulation  Model  is  a 
capability  which  provides  officer  force  descriptions  in  various  for¬ 
mats  for  existing,  predictive  or  manipulated  structures.  It  functions 
as  a  planning  tool  against  which  policy  options  can  be  applied  so  as 
to  determine  the  imp^  of  such  policy  decisions.  The  OSSM  input 
records  contain  individual  identifiable  data  from  the  Master  Person¬ 
nel  Record,  but  all  output  te  statistical.  24.  Widow’s  File.  This  file 
is  maintained  on  magnetic  tape  and  updated  by  the  Office  of  Prima¬ 
ry  Responsibility.  When  required,  address  labels  and  listings  are 
produced  by  employing  selMted  APDS  utility  programs.  The  ad¬ 
dress  labels  are  used  to  forward  the  Retired  Newsletter  to  widows 
of  active  duty  and  retired  personneL  The  listings  are  used  for 
management  control  of  the  program.  Contained  in  the  file  are  the 
name,  address,  and  SSAN  of  the  widow.  Additionally,  the  deceased 
sponsor's  name,  SSAN,  date  of  death,  and  status  at  time  of  death 
arc  mamtained.  23.  Historical  Pfles.  F^  with  a  retention  period  of 
363  days  or  more  are  designated  historical  files.  They  consist  of  co¬ 
pies  of  active  master  fOes,  and  are  used  primarily  for  aggregation 
and  analysis  of  statistical  data,  although  individual  records  may  be 
accessed  to  meet  ad  hoc  requirements.  26.  Miscellaneous  files, 
records,  and  processes.  In  this  category  are  a  number  of  work  files. 


inactive  files  with  a  less-than-363-day  retention  period,  intermediate 
records,  and  processes  relating  to  statistical  compilations,  computer 
operation,  quality  control  and  problem  diagnosis.  Although  they 
may  contain  individual-identifying  data,  they  do  so  only  as  a  func¬ 
tion  of  system  operation,  and  are  not  used  in  making  decisions 
about  people.  Civilian  employment  information  including  authoriza¬ 
tion  for  position,  personnel  data,  suspense  information;  position 
control  information;  projected  information  and  historical  informa¬ 
tion;  civilian  education  and  training  data;  performance  appraisal, 
ratings,  evaluations  of  potential;  civilian  historical  files  covering  job 
experience,  training  and  transactions;  civilian  awards  information; 
merit  promotion  plan  work  files;  career  proipams  files  for  such 
functional  areas  as  procurement,  logistics,  civilian  personnel,  etc., 
civilian  separation  and  retirement  data  for  reports  and  to  determine 
eligibility;  adverse  and  disciplinary  data  for  statistical  analysis  and 
employee  assistance;  stand  alone  files,  as  for  complaints,  enroUee 
programs;  extract  files  from  which  to  (uoduce  statistical  reports  in 
hard  copy,  or  for  immediate  access  display  on  remote  computer 
terminals;  miscellaneous  files,  as  described  in  item  26,  above. 

Authority  for  maintenance  of  the  system:  10  USC,  Chapter  II, 
Reserve  Components,  Section  263  -  policies  and  regulations:  par¬ 
ticipation  of  reserve  officers  in  preparation  and  administration;  269 

-  Eeady  reserve:  placement  in;  transfer  from;  273  -  Personnel  . 
records;  278  -  Dissemination  of  information.  10  USC  Chapter  13. 
The  Militia,  Section  279  -  Training  Reports.  10  USC.  Capter  31,  En¬ 
listments,  Actions  304  -  Persons  not  qualified;  303  -  Regular  com¬ 
ponents:  qualifications,  term,  grade;  3<)6  -  Regular  components:  ex¬ 
tension  of  enlistments  during  war;  307  -  Extension  of  enlistment  for 
members  needing  medical  care  or  hospitalization;  308  -  Reenlist¬ 
ment:  qualifications;  309  -  Voluntary  extension  of  enlistments: 
periods  and  benefits;  310  -  Reserve  components:  qualifications;  311 

-  Reserve  components:  terms;  312  -  Reserve  components:  transfers. 

10  USC  Chapter  33.  Appointments  in  Regular  Components,  Section 
364  •  Warrant  officers:  effect  of  second  failure  of  promotion.  10 
USC  Chapter  33,  Appointments  as  Reserve  Officers.  Section  393  - 
Commissioned  officers:  appointment,  how  made;  term.  10  USC 
Chapter  37,  General  Service  Requirements,  Section  631  -  Members: 
required  service.  10  USC  Chapter  39,  Active  Duty,  Sections  671  - 
Members  not  to  be  assigned  outside  US  before  completing  training; 
and  673  •  Ready  reserve.  10  USC  Chapter  47,  Uniform  Code  of 
Military  Justice,  Sections  833  -  Art.  33.  Service  of  Charges;  837  - 
Art.  37.  Unlawfully  inflencing  action  of  court;  883  •  Art.  83.  Deser¬ 
tion;  886  -  Art.  86.  Absence  without  leave;  887  -  Art.  87.  Missing 
movement;  972  -  Enlisted  members:  requir^  to  make  up  time  lost. 

10  USC  Chapter  31,  Reserve  Components:  standards  and 
procedures  for  retention  and  promotion.  Section  1003  -  Commis¬ 
sioned  officers:  retention  until  completion  of  required  service.  10 
USC  Chapter  39,  Separation,  Sections  1163  •  Reserve  components: 
members;  limitations  on  separation;  1164  -  Warrant  officers; 
separation  for  age;  1166  •  Regular  warrant  officers:  elimination  for 
unfitness  or  unsatisfactory  performance.  10  USC  Chapter  61, 
Retirement  •  Physical  disability.  10  USC  Chapter  63,  Retirement  for 
Age,  Section  1263  -  Age  62:  Warrant  officers.  10  USC  Chapter  63. 
Retirement  for  Length  of  Service,  Sections  1293  -  Twenty  years  or 
more:  warrant  officers;  1303  -  Thirty  years  or  more:  regular  war¬ 
rant  officers.  10  USC  Chapter  67,  Retired  pay.  Sections  1331  - 
Computation  ‘  of  years  of  service  in  determining  entitlement  to 
retir^  pay;  1332  -  Age  and  service  requirements;  1333  •  Computa¬ 
tion  of  years  of  service  in  computing  retired  pay.  10  USC  Chapter 
79.  Correction  of  Military  Records.  10  USC  Copter  163,  Accounta¬ 
bility  and  responsibility.  Section  2771  -  Final  settlement  of  ac¬ 
counts:  deceased  memb^s.  10  USC  Chapter  803,  Department  of 
the  Air  Force,  Section  8012  -  Secretary  of  the  Air  Force:  powers 
and  duties:  delegation  by:  compensation.  10  USC  Chapter  803,  The 
Air  Staff,  Sections  8032  •  General  duties  ;  and  Section  8033  - 
Reserve  components  of  Air  Force;  policies  and  regulations  for 
government  for  government  of:  functions  of  National  Guard  Bu¬ 
reau  with  respect  to  Air  National  Guard.  10  USC  Chapter  831, 
Strength,  Section  8224  •  Air  National  Guard  of  the  United  States.  1- 
USC  Chapter  833,  Enlistments,  Sections  8231  -  Definition;  8232  • 
Temporary  enlistments;  8233  -  Air  F<»ce:  persons  not  qualified; 
8256  -  Regular  Air  Force:  qualifications,  term,  grade;  8237  -  Regu¬ 
lar  Ab  Force:  aviation  cadets:  qualifications,  g^e  limitations;  8238 

-  Regular  Air  Force;  reenUstment  after  service  as  an  officer;  8239  - 
Air  Force  Reserve:  transfer  from  Air  National  Guard  of  United 
States;  8260  -  Air  Force  Reserve:  transfer  to  upon  withdrawal  as 
member  of  Air  National  Guard;  8261  •  Air  National  Guard  of 
United  States;  8262  •  Extension  of  enlistment  for  members  needing 
medical  care  or  hospitalization;  8263  -  Voluntary  extension  of  en¬ 
listment.  10  USC  Chapter  833,  Appointments  in  the  Regular  Air 
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Force,  Sections  8284  •  Commissioned  officers;  appointment,  how 
made;  8285  •  Commissioned  officers:  original  appointment;  qualifi¬ 
cations;  8296  •  Promotion  lists;  promotion -list  officer  defined; 
determination  of  place  upon  transfer  or  promotion;  8297  •  Selection 
boards;  8303  -  commissioned  officers;  effect  of  failure  of  promo¬ 
tion  to  captain,  major,  or  lieutenant  colonel.  10  USC  Chapter  837, 
Sections  8360  •  Commissioned  officers:  promotion  service;  8362  - 
Commissioned  officers:  selection  boards;  8363  •  Commissioned  of¬ 
ficers;  selection  boards;  general  procedures;  8366  -  Commissioned 
officers:  promotion  to  captain,  major  or  lieutenant  colonel;  8376  - 
Commissioned  officers:  promotion  when  serving  in  temporary 
grade  higher  than  reserve  grade.  10  USC  Chapter  839,  Temporary 
Appointments,  Sections  8442  -  Commissioned  officers;  regular  and 
reserve  components:  appointment  in  higher  grade;  8447  -  Appoint¬ 
ments  in  commissioned  grade;  how  made;  how  terminated.  10  USC 
Chapter  841,  Active  Duty,  Section  8496  -  Air  National  Cuard  of 
United  States;  commissioned  officers;  duty  in  National  Guard  Bu¬ 
reau.  10  USC  Chapter  853,  Rights  and  benefits.  Section  8691  -  Fly¬ 
ing  officer  rating;  qualifications.  10  USC  Chapter  857,  Decorations 
and  Awards,  Sections  8741  -  Medal  of  Honor:  award;  8742  Distin¬ 
guished  service  cross:  award;  8743  -  Distinguished  -service  medal; 
award;  8746  -  Silver  star:  award;  8749  -  Distinguished  flying  cross: 
award;  limitations;  8751  -  Service  medals;  issue,  replacement; 
availability  of  appropriations.  10  USC  Chapter  859,  Separation, 
Sections  8786-  Officer  considered  for  removal:  volunatry  retirement 
or  honorable  discharge;  severance  benefits ;87%  •  Officers  con¬ 
sidered  for  removal:  retirement  or  discharge.  10  USC  Chapter  863, 

.  Separation  or  Transfer  to  Retired  Reserve,  sections  8846  • 
Deferred  Officers;  8848  •  28  years:  reserve  first  lieutenants,  cap¬ 
tains,  majors,  and  lieptenant  colonels;  8851  •  Thirty  years  or  five 
years  in  grade:  reserve  colonels  and  brigadier  generis;  8852  •  Thir¬ 
ty-five  years  or  five  years  in  grade:  reserve  major  generals;  8853  - 
Computation  of  years  of  service.  10  USC  Chapter  865,  Retirement 
for  Age,  Sections  8883  •  Age  60;  regular  commissioned  officers 
below  major  general;  8884  •  Age  60;  regular  major  generals  whose 
retirement  has  been  deferred;  8885  •  Age  62:  regular  major 
generals;  8886  -  regular  major  generals  whose  retirement  has  been 
deferred.  10  USC  Chapter  867,  Retirement  for  Length  of  Service, 
Sections  8911  -  Twenty  years  or  more;  regular  or  reserve  commis¬ 
sioned  officers;  8913  •  Twenty  years  or  more:  deferred  officers  not 
recommended  for  promotion;  8914  •  twenty  to  thirty  years:  regular 
enlisted  members  ;  8915  •  Twenty-five  years:  female  majors  except 
those  designated  under  section  8067(a)-(d)  or  (gHi)  of  this  title; 
8916  -  twenty-eight  years:  promotion-list  lieutenant  colonels;  8917  - 
Thirty  years  or  more:  regular  enlisted  members;  8918  -  Thirty  years 
or  more:  regular  commissioned  officers;  8921  -  Thirty  years  or  five 
years  in  grade:  promotion-list  colonels;  8922  -  Thirty  years  or  five 
years  in  grade:  regular  brigadier  generals;  8923  -  Thirty-five  years 
or  five  years  in  grad^;  regular  major  generals;  8924  -  Forty  years  or 
more:  Air  Force  officers.  10  USC  Chapter  901,  Training  generally. 
Sections  9301  -  Members  of  Air  Force:  detail  as  students,  observers 
and  investigators  at  educational  institutions,  industrial  plants,  and 
hospitals;  and  9302  -  Enlisted  members  of  Air  Force:  schools.  10 
use  Chapter  903,  United  States  Air  Force  Academy,  Sections  9342 
-  Cadet:  appointment;  numbers,  territorial  distribution  ;  9344  - 
Selection  of  persons  from  Canada  and  American  Republics;  9345  - 
Selection  of  Filipino's.  32  USC  Chapter  1,  Organization,  sections 
102  -  General  policy;  and  104  -  units:  location;  organization;  com¬ 
mand.  32  USC  Chapter  3,  Personnel,  Section  307  -  Federal  recogni¬ 
tion  of  officers:  examination,  certification  of  eligibility.  32  USC 
Chapter  7,  Services  ,  supplies,  etc..  Section  709  -  Caretakers  and 
clerks.  37  USC  Chapter  3,  Basic  Pay,  Section  308  -  Special  pay: 
reenlistment  bonus;  313  -  Special  pay:  medical  officers  who  execute 
active  duty  agreements.  37  USC  Chapter  7,  Allowances,  Section 
407  -  Travel  and  transportation  allowances:  dislocation  allowance. 
37  USC  Chapter  10.  For  civilian  employees-5  US  Code  301  and  44 
US  Code  3101. 

Routiac  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  Air  Force  operates 
what  is  essentially  a  centralized  personnel  management  system  in 
an  environment  that  is  widely  dispersed  geographically  and  encom¬ 
passes  a  population  that  is  quite  diverse  in  terms  of  qualifications, 
experience,  military  status  and  needs.  There  are  three  major  cen¬ 
ters  of  Air  Force  personnel  management:  Washington,  D.C.,  where 
most  major  policy  and  long-range  planning/programming  decisions 
are  made;  the  Air  Force  Military  Personnel  Center  at  Randolph 
AFB,  Tx.,  which  performs  most  personnel  operations-type  func¬ 
tions  for  the  active  duty  components  of  the  force;  and  the  Air 
Reserve  Personnel  Center  at  Denver  Co.,  which  performs  certain 
operational  functions  for  the  Reserve  components  of  the  force.  Of¬ 


fices  at  Major  Command  Headquarters,  State  Adjutant  General, 
and  Air  Force  Bases  perform  operational  tasks  pertaining  to  the 
population  for  which  they  are  responsible.  The  structure  of  the  Air 
Force  and  its  personnel  management  system,  the  composition  of 
the  force,  and  the  Air  Force's  stated  objective  of  treating  its  people- 
as  individuals,  i.e.,  giving  due  consideration  to  their  desires,  needs 
and  goals,  demand  a  dynamic  data  system  that  is  capable  of  sup¬ 
porting  the  varying  needs  of  the  personnel  managers  at  each 
echelon  and  operating  locations.  It  is  to  this  purpose  that  the  data 
in  the  Advanced  Personnel  Data  System  is  collected,  maintained, 
and  used.  A.  ROUTINE  USES  WITHIN  THE  AIR  FORCE  -  IN¬ 
TERNAL  TO  THE  PERSONNEL  COMMUNITY:  HQ  USAF, 
WASHINGTON,  DC:  Deputy  Chief  of  Staff,  Personnel  and  his  im¬ 
mediate  staff;  Director  of  Personnel  Plans;  Director  of  Personnel 
Programs;  Assistant  for  General  Officer  Matters;  Assistant  for 
Colonel  Assignments;  Reserve  Personnel  Division;  Air  National 
Guard  Personnel  Division;  and  The  Surgeon  General,  the  Chief  of 
AF  Chaplains  and  the  Staff  Judge  Advocate,  each  of  which  per¬ 
form  certain  Personnel^ functions  within  their  area  of  responsibility. 
Data  from  the  central  data  base  at  the  AFMPC  is  furnished 
Washington  area  agencies  by  retrieval  from  the  computer  at  Ran¬ 
dolph  via  remote  access  devices  and  by  provision  of  recurring 
products  containing  required  management  information,  including 
computer  tape  files  which  are  used  as  input  to  unique  systems  with 
which  APDS  interfaces.  Although  most  of  the  data  is  used  by  pol¬ 
icy  makers  to  develop  long-term  plans  and  programs  and  track 
progress  toward  established  goals,  some  individual  data  is  pro¬ 
vided/retrieved  to  support  actions  taken  on  certain  categories  of 
persons  managed  by  offices  in  the  headquarters  e.g.  General  Of¬ 
ficers,  Colonels.  Air  National  Guard  personnel,  etc.  AIR  FORCE 
MILITARY  PERSONNEL  CENTER  (AFMPC).  RANDOLPH 
AFB.  TX.  Personnel  managers  at  AFMPC  use  the  data  in  APDS  to 
make  decisions  on  individual  actions  to  be  taken  in  areas  such  as 
personnel  procurement,  education  and  training,  classification,  as¬ 
signment.  career  development,  evaluation,  promotion,  compensa¬ 
tion,  casualty  and  personal  affairs,  separation  and  retirement.  AIR 
RESERVE  PERSONNEL  CENTER  (ARPC),  DENVER, 
COLORADO.  Personnel  managers  at  ARPC  perform  many  of  the 
same  functions  for  the  Reserve  components  of  the  Air  Force  as  the 
managers  at  AFMPC  perform  for  the  active  duty  force.  As  with  the 
Washington  area.  ARPC  obtains  data  from  the  central  data  base  at 
AFMPC  by  retrieval  through  remote  terminals  and  recurring  output 
products  containing  information  necessary  to  their  management 
processes.  MAJOR  COMMAND  HEADQUARTERS.  Standard 
major  command  headquarters  personnel  operations  are  supported 
by  the  standard  content  of  APDS  records  provided  them  by 
AFMPC.  In  addition,,  there  is  provided  in  the  APDS  record  an  'add¬ 
on  area’  which  the  commands  are  authorized  to  use  for  the  storage 
of  data  which  will  assist  them  in  fulfilling  unique  personnel 
management  requirements  generated  by  their  mission,  structure, 
geographical  location,  etc.  The  standard  functions  performed  fall 
generally  under  the  same  classifications  as  those  in  AFMPC,  e.g., 
assignment,  classification,  separation,  etc.  Non-standard  usages  in¬ 
clude  provisions  of  unique  aircrew  data,  production  of  specially- 
tailored  name  listing,  control  of  theatre  oriented  training,  etc.  Some 
commands  use  APDS  data  -  both  standard  and  add-on  as  input  to 
unique  command  systems,  which  are  seperately  described  in  the 
Federal  Register.  CONSOLIDATED  BASE  PERSONNEL  OF¬ 
FICES  (CBPO).  CBPOs,  which  represent  the  base-level  aspect  of 
APDS,  are  the  prime  point  of  system-to-people  interface.  Supplied 
with  a  standard  data  base  and  system,  CBTOs  provide  personnel 
management  support  to  commanders  and  supervisors  on  a  daily 
basis.  Acting  on  receipt  of  data  from  higher  headquarters,  primarily 
by  means  of  transactions  processed  ^ough  APDS,  they  notify 
people  of  selection  for  reassignment.  promotion.  ap¬ 
proval/disapproval  of  requests  for  separation  and  retirement,  and 
similar  personnel  actions.  When  certain  events  occur  on  an  in¬ 
dividual  at  the  local  level,  e.g.,  volunteer  for  overseas  duty,  reduc¬ 
tion  in  grade,  change  in  marital  status,  application  for  retirement, 
etc.,  the  CBPO  enters  transactions  into  the  vertical  system  to  trans¬ 
mit  the  requisite  information  to  other  management  levels  and  up¬ 
date  the  automated  records  resident  at  those  levels.  CBPOs  too  are 
allotted  an  ’add-on’  area  in  the  computer  record  which  they  use  to 
support  local  management  unique  requirements  such  as  local  train¬ 
ing  scheduling,  unique  locator  listing,  urinalysis  testing  scheduling, 
etc.  B.  ROUTINE  USES  WITHIN  THE  AIR  FORCE  -  EXTER¬ 
NAL  TO  THE  PERSONNEL  COMMUNITY  1.  HEADQUAR¬ 
TERS  USAF/AFMPC  INTERFACES:  Automated  interfaces  exist 
between  the  APDS  central  site  files  and  the  following  systems  of 
other  functions:  a.  The  Flight  Records  Data  System  (FRDS)  main- 
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uined  by  the  Air  Force  Inepection  and  Safety  Center  (AFISC)  at 
Norton  AFBn  CA.  (I)  Certain  peraonnel  identification  data  on  rated 
offkera  ia  transferred  monthly  to  the  FRDS.  This  daU  flow  creates 
the  basic  identify  ins  <1*1*  >*  Ibe  FRDS,  insures  compatability  with 
the  APDS,  and  precludes  duplicative  data  coUection  and  input 
generation  by  the  AFISC.  (2)  Update  of  the  personnel  data  to  the 
FRDS  generates  return  flow  of  flying  hour  data  which  is  used  at 
AFMPC  for  rated  resource  distribution  management,  b.  The  Master 
Military  Pay  Account  (MMPA),  is  the  Joint  Uniform  Military  Pay 
System  (JUMPS)  centralized  pay  file  maintained  by  the  Air  Force 
Accounting  and  Finance  Center  (AFAFC)  at  Denver.  CO.  The 
APDS  transfers  certain  pay  related  data  as  changes  occur  to  update 
the  MMPA,  e.g.,  promotions,  accessions,  separations/retirements, 
name,  SSAN,  grade.  These  data  provide  criteria  for  the  AFAFC  to 
determine  specific  pay  entitlements,  c.  The  AFAFC  maintains  a 
separate  pay  system  for  Air  National  Guard  and  Air  Force  Reserve 
personnel  called  the  Air  Reserve  Pay  and  Allowances  System 
(ARPAS).  (I)  APDS  outputs  certain  pay  related  data  to  ARPAS  as 
changes  occur,  e.g.,  retirements/  separations,  promotions,  name, 
SSAN.  grade.  These  data  form  the  criteria  for  the  AFAFC  to  deter¬ 
mine  specific  Reserve  pay  entitlements.  (2)  ARPAS  outputs  data 
which  affect  accumulated  point  credits  for  Air  National  Guard/ 
Reserve  participation  to  AFMPC  for  update  of  the  Point  Credit  Ac¬ 
counting  and  Reporting  System  (PCARS),  a  component  of  APDS. 
PCARS  also  receives  monthly  input  from  Hq  Air  University  which 
updates  point  credits  as  a  result  of  completing  an  Extension  Cour¬ 
ses  Institute  correspondence  program,  d.  AFAFC  provides  data  on 
Variable  Incentive  Pay  (VIP)  for  Medical  Officers  which  is  used  to 
update  a  special  control  file  within  APDS  and  produce  necessary 
reports  for  management  of  the  VIP  program,  e.  Air  Training  Com¬ 
mand  operates  a  system  called  PACE  (Processing  and  Classification 
of  Enlistees)  at  Lackland  AFB  TX.  From  that  system  data  is  fed  to 
AFMPC  to  inituUy  establish  the  APDS  record  on  an  Air  Force  en¬ 
listee.  f.  On  a  monthly  basis,  copies  of  the  APDS  master  Personnel 
File  are  provided  to  the  Human  Resources  Laboratory  at  Brooks 
AFB.  TX.  where  they  are  used  as  a  statistical  data  base  for 
research  purposes,  g.  On  a  quarterly  basis,  AFMPC  provides  the 
USAF  School  of  Aerospace  Medicine  with  data  concerning  name, 
SSAN  and  changes  in  base  and  command  of  assignnlent  of  flying 
personnel.  The  data  reflects  significant  tnedical  problems  in  the  fly- 
ing  population,  h.  A  complete  printout  of  APDS  data  pertaining  to 
an  individual  is  included  in  his  Master  Personnel  Record  when  it  is 
forwarded  to  National  Personnel  Reco.rds  Center,  i.  APDS  data  is 
provided  to  the  Contingency  Planning  Support  Capability  (CPSC)  at 
seven  major  command  headquarters:  Tactical  Air  Command, 
Strategic  Air  Command,  Military  Airlift  Command,  Aerospace 
Defense  Command,  Air  Force  Communications  Service,  United 
States  Air  Forces,  Europe,  and  Pacific  Air  Forces.  A  record 
identifiable  by  individual’s  name  and  SSAN  provides  contingency 
and/or  manning  assistance  temporary  duty  (TDY)  being  performed 
by  the  individual.  Record  is  destroyed  upon  completion  of  the 
TDY.  Sutistical  records  (gross  statistics  by  skill  and  unit)  are  also 
generated  for  CPSC  from  APDS  providing  force  availability  esti¬ 
mates.  CPSC  is  described  separately  in  the  Federal  Register.  2. 
BASE  LEVEL  (CBPO)  INTERFACES:  Certein  interfaces  have 
been  established  at  base  level  to  pass  date  from  one  functional 
system  to  another.  The  particular  mode  of  interface  depends  on  the 
needs  of  the  receiving  function  and  the  capabilities  of  the  system  to 
produce  the  necessary  data:  a.  The  Flight  Management  Data 
System  (FMDS)  receives  an  automated  flow  of  selected  personnel 
data  on  flying  personnel  as  changes  occur.  This  data  consists 
primarily  of  assignment  data  and  service  dates  which  the  base  flight 
manager  uses  to  determine  appropriate  category  of  aviation  duty 
which  is  reflected  by  designation  of  an  Aviation  Service  Code.  The 
FMDS  outputs  aviation  service  data  as  changes  occur  to  the 
BLMPS.  These  data  subsequently  flow  to  the  APDS  central  site 
files  at  AFMPC  so  it  is  available  for  resource  management  deci¬ 
sions.  b.  The  Medical  Administration  Management  System 
(MAMS),  currently  being  developed  and  tested,  will  receive  flow  of 
selected  assignment  data  as  changes  occur  for  personnel  assigned 
to  medical  activities.  MAMS  will  use  these  data  to  align  assigned 
personnel'  with  various  cost  accounting  work  centers  within  the 
medical  activity  and  thus  be  able  to  track  manpower  expenditure  by 
sub-activities,  c.  The  Automated  Vehicle  Operator  Record  (AVOR) 
is  being  developed  to  support  motor  vehicle  operator  management. 
Approximately  115  characters  of  vehicle  operator  data  will  be  in¬ 
corporated  into  the  BLMPS  data  base  during  FY76  for  both  milita¬ 
ry  and  civilian  personnel  authorized  to  operate  government  motor 
vehicles  and  selected  personnel  data  items  (basic  identification 
date)  win  be  authorized  for  access  by  the  vehicle  operator 


managers.  The  base  Chief  of  Transportation  wiU  be  responsible  for 
accuracy  of  this  data  and  will  be  the  responsible  official  for  actions 
associated  with  the  Privacy  Act  of  1974.  d.  Monthly,  a  magnetic 
tape  is  extracted  from  BLMPS  containing  selected  assignment  data 
on  aO  assigned  personnel.  This  tape  is  transferred  to  the  base  Ac¬ 
counting  and  Finance  Office  for  input  into  the  Accounting  Opera¬ 
tions  System.  This  system  uses  these  data  to  derive  aggregate  base 
manpower  cost  data.  e.  A  procedure  is  designed  into  BLMPS  to 
output  selected  background  data  in  a  pre-defined  printed  format  for 
personnel  being  administered  military  justice.  This  output  is  in¬ 
itiated  upon  notification  by  the  base  le^  office.  The  data  is  for¬ 
warded  to  the  major  command  where  it  is  input  into  the  Automated 
Military  Analysis  and  Management  System  (AMJAMS).  f.  The 
BLIMPS  output  (on  an  event-oriented  basis)  pay-affecting  transac¬ 
tions  such  as  certain  promotions,  accessions,  and  assign¬ 
ments/reassignments.  to  AFAFC.  where  the  data  is  entered  into  the 
JUMPS.  C.  ROUTINE  USES  EXTERNAL  TO  THE  AIR  FORCE. 
TO  THE- OFFICE  OF  THE  SECRETARY  OF  DEFENSE  (OSD). 
Individual  information  is  provided  to  offices  in  OSD  on  a  recurring 
basis  to  support  top-level  management  requirements  within  the  De¬ 
partment  of  Defense.  Examples  are  the  DOD  Recruiter  File  to  the 
Assistant  Secretary  for  Manpower  and  Reserve  Affairs  (MARA),  a 
magnetic  tape  extract  of  military  personnel  records  (RCS: 
DDM(SA)1221)  to  MARA,  input  to  the  Reserve  Component  Com¬ 
mon  Personnel  Data  System  to  MARA,  and  the  Post  Career  Data 
File  to  MARA.  2.  TO  OTHER  DEFENSE  AGENCIES.  APDS  sup¬ 
ports  other  components  of  DOD  by  provision  of  individual  data  in 
support  of  programs  operated  by  those  agencies.  Examples  are  the 
Selected  Officer  List  to  the  Defense  Intelligence  Agency  for  use  in 
monitoring  a  classified  training  program  and  the  Defense  System 
Management  School  (DSMS)  Track  Record  System  to  DSMS  for 
use  in  evaluating  the  performance  of  graduates  of  that  institution. 
An  extract  file  on  Air  National  Guard  Technicians  is  provided  the 
National  Guard  Computer  Center.  3.  OTHER  GOVERN¬ 
MENT/QUASI-GOVERNMENT  AGENCIES.  Information  used  in 
analysing  officer/airman  retention  is  provided  RAND  Corporation. 
Data  on  prior  service  personnel  with  military  service  obligations  is 
forwarded  to  the  National  Security  Agency.  Lists  of  officers 
selected  for  promotion  and/or  appointment  in  the  Regular  Air  Force 
are  sent  to  Uie  Office  of  the  President  and/or  the  Congress  of  the 
United  States  for  review  and  confirmation.  Certain  other  personnel 
infonnation  is  provided  these  and  other  government  agencies  upon 
request  when  such  data  is  required  in  the  performance  of  official 
duties.  Selected  personnel  data  is  provided  foreign  governments, 
US  governmental  agencies,  and  other  Uniformed  Services  on 
USAF  personnel  assigned  or  attached  to  them  for  duty.  Examples: 
the  government  of  Canada,  Federal  Aviation  Administration,  US 
Army,  Navy,  etc.)  4.  LITIGATION.  Information  from  APDS  may 
be  used  in  litigation  in  the  event  that  the  United  States,  its  officers, 
or  its  employees  are  involved  in  the  ligigation.  5.  MISCELLANE¬ 
OUS.  Lists  of  individuals  selected  for  promotion  or  appointment, 
who  are  being  reassigned,  who  die,  or  who  are  retiring  are  provided 
to  unofficial  publications  such  as  the  Air  Force  Times,  along  with 
other  information  of  interest  to  the  general  Air  Force  public.  Infor¬ 
mation  from  APDS  support  a  world-wide  locator  system  which 
responds  to  queries  as  to  the  location  of  individuals  in  the  Air 
Force.  Materi^  for  preparing  mailing  labels  is  furnished  commercial 
publishing  or  mailing  firms  working  under  contract  to  the  Air  Force 
who  print  or  mail  quasi-official  publications  to  specified  portions  of 
the  Air  Force  population,  e.g.,  retired  personnel,  widows,  etc. 
Locator  information  pertinent  to  personnel  on  active  duty  may  be 
furnished  to  a  recognized  welfare  agency  such  as  the  American  Red 
Cross  or  the  Air  Force  Aid  Society.  For  civilain  personnel-to  pro¬ 
vide  automated  system  support  to  Air  Force  officials  at  aO  levels 
from  that  part  of  the  Civil  Service  Commission  required  personnel 
management  and  records  keeping  system  that  pertains  to  evalua¬ 
tion,  authorization  and  position  control,  position  management, 
staffing  skills  inventory,  career  management,  training,  retirement, 
employee  services,  rights  and  benefits,  merit  promotion,  demo¬ 
tions,  reductions  in  force,  complaints  resolution,  labor  management 
relations,  and  the  suspensions  and  processing  of  personnel  actions; 
to  provide  for  transmission  of  such  records  between  employing  ac¬ 
tivities  within  the  Department  of  Defense  -  to  provide  individual 
records  and  reports  to  the  Civfl  Service  Commission;  to  provide  in¬ 
formation  required  by  the  Civil  Service  Commission  for  the 
transfer  between  federal  activities;  to  provide  reports  of  military 
reserve  status  to  other  armed  services  for  contingency  planning  -  to 
obtain  statistical  data  on  the  work  force  to  fulfill  internal  and  exter¬ 
nal  report  requirements  and  to  provide  Air  Force  offices  with  infor¬ 
mation  needed  to  plan  for  and  evaluate  manpower,  budget  and 
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civOiao  personnel  programs  •  to  provide  minority  group  designator 
codes  to  the  United  States  Civfl  Service  Commission’s  automated 
data  file  •  to  provide  the  Office  of  the  Assistant  Secretary  of 
Defense  Manpower  and  Reserve  Affairs  with  data  to  access  the  ef¬ 
fectiveness  of  the  program  for  employment  of  women  in  executive 
level  positions  •  to  obtain  listings  of  employees  by  function  or  area 
for  locator  and  inventory  purposes  by  Air  Force  offices  •  to  assess 
the  effect  or  probable  impact  of  personnel  program  changes  by 
simulation  and  modeling  exercises  -  to  obtain  employee  duty  loca¬ 
tions  and  other  employee  data  for  personnel  program  management 
purposes  -  to  obtain  employee  duty  locations  and  other  information 
releasable  under  Civil  Service  Commission  rules  and  the  Freedom 
of  Information  Act  to  respond  to  request  from  Air  Force  offices, 
other  Federal  agencies  and  the  public  -  to  provide  individual 
records  to  other  components  of  the  Department  of  Defense  in  the 
conduct  of  their  official  personnel  management  program  responsi¬ 
bilities  -  to  provide  records  to  law  enforcement  or  inauthorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action, 
or  regulatory  order  -  to  provide  records  to  the  Civil  Service  Com¬ 
mission  for  file  reconciliation  and  maintenance  purposes  -  and  to 
provide  information  to  employee  unions  as  required  by  negotiated 
contracts. 

Folldcs  and  pmetkes  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets,  card  files,  on 
computer  magnetic  tapes,  disks  or  drums,  computer  paper  printouts 
or  microfiche. 

Retrlevabil^:  Filed  by  name.  Social  Security  Number  (SSAN)  or 
other  identification  number  or  system  identifier.  The  primary  in¬ 
dividual  record  identifier  in  APDS  is  SSN.  Some  files  are 
sequenced  and  retrieved  from  by  other  identifiers;  for  instance,  the 
assignment  action  record  is  identified  by  an  assignment  action 
number.  Additionally,  at  each  echelon  there  exists  computer  pro¬ 
grams  to  permit  extraction  of  data  from  the  system  by  constructing 
an  inquiry  containing  parameters  against  which  to  match  and  select 
records.  As  an  example,  an  inquiry  can  be  written  to  select  all  Cap¬ 
tains  who  are  F-IS  pilots,  married,  stationed  at  Randolph  AFB. 
who  possets  a  master’s  degree  in  Business  Administration;  then 
display  name.  SSN.  number  of  dependents  and  duty  location.  There 
is  ^e  added  capability  of  selecting  an  individual’s  record  or  certain 
pre-formatted  information  by  SSN  on  an  immediate  basis  using  a 
teletype  or  cathode  ray  tube  display  device.  High-speed  line  prin¬ 
ters  located  in  the  Washington  IKT  area,  at  Major  Command 
Headquarters,  and  at  ARPC  permit  the  trvolume  products  to  and 
for  the  use  of  Personnel  managers  at  those  locations. 

Safegaardt:  Records  are  accessed  by  custodian  of  the  record 
system,  person(s)  responsible  for  servicing  the  record  system  in  the 
performance  of  their  official  duties,  records  are  accessed  by 
authorized  personnel  who  are  properly  screened  and  cleared  for 
need-to-know  and  commanders  of  medical  centers  and  hospitals. 
Records  are  stored  in  security  file  containers/cabinets.  safes,  vaults 
and  locked  cabinets  or  rooms.  Records  are  protected  by  guards. 
Records  are  controlled  by  personnel  screening  visitor  registers  and 
computer  system  software. 

Rctcatloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  puling,  macerating,  or 
burning.  Pr^eding  retention  statement  applies  to  Analog  output 
products  of  the  Advanced  Personnel  Data  System.  Data  stored 
digitaOy  within  system  is  retained  only  for  the  period  required  to 
satisfy  recurring  processing  requirements  and/or  historical  require¬ 
ments.  Ffles  with  a  retention  period  of  364  days  or  less  are  auto¬ 
matically  released  at  the  end  of  their  specified  retention  period. 
’Permanent  history’  files  are  retained  for  10  years.  Ffles  36S  or 
more  days  old  are  defined  as  ’historical  files’  and  are  not  automati- 
caOy  released.  Retention  periods  for  categories  of  APDS  ffles  are 
as  follows:  If  cycle  in  which  a  program  or  series  of  programs  creat¬ 
ing  output  is  daily,  and  the  created  magnetic  tape  file  will  be  used 
for  processing  of  next  daily,  then  the  retention  will  be  not  greater 
than  10  days.  If  cycle  in  which  a  program  or  series  of  programs 
creating  ou^ut  b  daily,  and  the  created  magnetic  tape  file  will  be 
used  for  processing  of  next  daily,  which  is  also  used  for  processing 
of  weekly  runs,  then  the  retention  will  be  not  greater  than  20  days. 
If  cycle  in  which  a  program  or  series  of  programs  creating  output  is 
daOy,  and  the  created  magnetic  tape  file  wfll  be  used  for  processing 
of  next  weekly,  then  the  reteqtion  will  be  not  greater  than  20  days. 
If  cycle  in  which  a  program  or  series  of  programs  creating  output  is 
daily,  and  the  created  magnetic  tape  file  will  be  used  for  processing 
of  next  weekly,  which  is  also  used  for  processing  of  monthly  runs. 


then  the  retention  wfll  be  not  greater  than  30  days.  If  cycle  in 
which  a  program  or  series  of  programs  creating  output  is  weekly, 
and  the  created  magnetic  tape  file  win  be  used  for  processing  oi 
next  weekly,  then  the  retention  wfll  be  not  greater  than  20  days.  If 
cycle  in  which  a  program  or  series  of  programs  creating  output  is 
weekly,  and  the  created  magnetic  tape  file  wfll  be  used  foi 
processing  of  next  weekly,  which  is  also  used  for  processing  oi 
monthly  runs,  then  the  retention  wfll  be  not  greater  than  30  days.  If 
cycle  in  which  a  program  or  series  of  programs  creating  output  is 
monthly,  and  the  created  magnetic  tape  file  wfll  be  used  foi 
processing  of  next  monthly,  then  the  retention  will  be  not  greater 
than  30  days.  If  cycle  in  which  a  program  or  scries  of  programs 
creating  output  is  monthly,  and  the  created  magnetic  tape  file  will 
be  used  for  processing  of  next  monthly,  which  is  also  used  foi 
processing  of  quarterly  runs,  then  the  retention  wfll  be  not  greater 
than  90  days.  If  cycle  in  which  a  program  or  series  of  programs 
creating  output  is  monthly,  and  the  created  magnetic  tape  file  will 
be  used  for  processing  of  next  monthly,  which  is  also  used  for 
processing  of  Semi-Annual  run,  then  the  retention  will  be  not 
greater  than  190  days.  If  cycle  in  which  a  program  or  series  of  pro¬ 
grams  creating  output  is  monthly,  which  is  also  used  for  processing 
of  annual  runs,  then  the  retention  will  be  not  greater  than  365  days. 
If  cycle  in  which  a  program  or  series  of  programs  creating  output  is 
monthly,  and  the  created  magnetic  tape  file  will  be  used  for 
processing  of  next  monthly,  which  is  also  used  for  processing  of 
permanent  history,  then  the  retention  will  be  not  greater  than  999 
days.  If  cycle  in  which  a  program  or  series  of  programs  creating 
output  is  quarterly,  and  the  created  magnetic  tape  file  wfll  be  used 
for  processing  of  next  quarterly,  then  the  retention  will  be  not 
greater  than  90  days.  If  cycle  in  which  a  program  or  series  of  pro¬ 
grams  creating  output  is  quarterly,  and  the  created  magnetic  tape 
file  will  be  used  for  processing  of  next  quarterly,  which  is  also  used 
for  processing  of  semi-annual  run,  then  the  retention  will  be  not 
greater  than  190  days.  If  cycle  in  which  a  program  or  series  of  pro¬ 
ems  creating  output  is  quarterly,  and  the  created  magnetic  tape 
file  win  be  used  for  processing  of  next  quarterly,  which  is  also  used 
for  processing  of.  anannual  runs,  then  the  retention  will  be  not 
greater  than  365  days.  If  cycle  in  which  a  program  or  series  of  pro¬ 
grams  creating  output  is  quarterly,  and  the  created  magnetic  tape 
file  win  be  used  for  processing  of  next  quarterly,  which  is  also  used 
for  processing  of  permanent  history,  then  the  retention  wfll  be  not 
greater  than  999  days.  If  cycle  in  which  a  program  or  series  of  pro¬ 
grams  creating  output  is  semi-annual,  and  the  created  magnetic  tape 
file  win  be  used  for  processing  of  next  semi-annual,  then  the  reten¬ 
tion  wfll  be  not  greater  than  190  days.  If  cycle  in  which  a  program 
or  series  of  programs  creating  output  is  semi-annual,  and  the 
created  magnetic  tape  file  wfll  be  used  for  processing  of  next  semi¬ 
annual,  which  is  also  used  for  processing  of  annual  runs,  then  the 
retention  will  be  not  greater  than  365  days,  created  magnetic  tape 
nie  will  be  used  for  processing  of  permanent  history,  then  the  re¬ 
tention  will  be  not  greater  than  999  days.  If  cycle  in  which  a  pro¬ 
gram  or  series  of  programs  creating  output  is  annual,  and  the 
created  magnetic  tape  file  will*be  used  for  processing  of  next  an¬ 
nual,  then  the  retention  will  be  not  greater  than  365  days.  91f  cycle 
in  which  a  program  or  series  of  programs  creating  output  is  semi¬ 
annual,  and  the  If  cycle  in  which  a  program  or  series  of  programs 
creating  output  is  annual,  and  the  created  magnetic  tape  file  will  be 
used  for  processing  of  next  annual,  which  is  also  used  for 
processing  of  permanent  history,  then  the  retention  wfll  be  not 
greater  than  999  days.  If  the  program  or  series  of  programs  creating 
output  is  a  one  time  run,  and  the  file  will  be  used  for  processing  as 
required,  then  the  retention  wfll  be  lowest  possible  retention  com¬ 
mensurate  to  job  completion.  If  the  program  or  series  of  programs 
creating  output  is  compile  card  image  or  SOLT  tapes,  and  the 
created  magnetic  tape  file  will  be  us^d  for  processing  as  required 
run.  then  the  retention  will  be  not  greater  than  90  days  maximum. 
If  cycle  in  which  a  program  or  series  of  programs  creating  output  is 
as  required  runs,  and  the  created  magnetic  tape  file  will  be  used  for 
processing  as  required,  the  retention  will  be  lowest  possible  reten¬ 
tion  commensurate  to  job  completion.  If  the  program  or  series  of 
programs  creating  output  is  test  ffles,  and  the  created  magnetic  tape 
file  win  be  used  for  processing  as  required,  then  the  relation  wfll 
be  not  greater  than  30  days.  If  the  program  or  series  of  programs 
creating  output  is  print/punch  backup  and  the  created  magnetic  tape 
file  win  be  used  for  processing  as  required,  then  the  retention  wfll 
be  not  greater  than  10  days.  In  addition,  for  civilian  personnel  at 
base  level  (CCPO),  master  personnel  files,  for  prospective  em¬ 
ployees  are  transferred  to  the  active  file  upon  appointment  of  the 
employee  or  in  the  event  the  employee  is  not  appointed  and  wfll  no 
longer  be  considered  a  candidate  for  appointment,  are  destroyed  by 
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degautsing-matter  personnel  filet  for  active  employees  are  trans* 
ferred  to  the  separated  employee  history  file  where  they  are 
retained  for  three  years  subsequent  to  separation  and  then 
destroyed  by  degaussing.  The  notification  of  personnel  action  - 
Standard  Form  SO  •  is  disposed  of  at  directed  by  the  Civil  Service 
Commission-work  filet  and  records  such  at  the  employee  career 
brief,  position  survey  work  sheet,  retention  register  work  sheet, 
alphabetic  and  social  security  account  number  locator  files,  and 
personnel  and  position  control  register  are  destroyed  after  use  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning-work 
sheets  pertaining  to  qualification  and  retention  registers  are 
disposed  of  as  directed  by  the  Civil  Service  Commission  •  transito¬ 
ry  files  such  as  pending  fUes,  and  recovery  files  are  destroyed  after 
use  by  degaussing-files  and  records  retrieved  through  general 
retrieval  systems  are  destroyed  after  use  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning.  Those  records  at  AF 
Military  Personnel  Center  for  the  end  of  each  fiscal  year  quarter 
are  retained  for  five  years  before  destroying  by  deletion  -  the 
separated  employee  file  retains  employee  information  at  time  of 
separation  for  five  years  after  which  the  employee's  record  is 
destroyed  by  degaussing. 

System  managerts)  and  address;  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force.  Subordihate  system 
managers  are:  A.  Director  of  Personnel  Data  Systems,  Assistant 
Deputy  Chief  of  Staff  for  Personnel  for  Military  Personnel,  Air 
Force  Military  Personnel  Center  (AFMPC),  Randolph  AFB,  TX, 
78148.  He  is  responsible  for  overall  APDS  design,  maintenance  and 
operation,  and  is  designated  the  Autodmated  Data  Processing 
System  Manager  for  all  Air  Force  personnel  data  system.  B.  The 
Director  of  Personnel  Data  Systems  at  each  Major  Command 
headquarters  for  systems  operated  at  that  level.  C.  The  Chief, 
CBPO,  at  Air  Force  installations  for  systems  operated  at  that  level. 
D.  The  Civilian  Personnel  officer  at  Air  Force  installations  for 
civilian  systems  operated  at  that  level. 

Notification  procedure:  Requests  from  individuals  for  notification 
as  to  whether  the  system  contains  a  record  on  them  should  be  ad¬ 
dressed  to  the  system  manager  of  the  operating  level  with  which 
they  are  concerned.  Persons  submitting  such  a  request,  either  per¬ 
sonally  or  in  writing,  must  provide  SSN,  name,  and  military  status 
(active,  ANG/USAFR,  retired,  etc.  ANG  members  not  on  extended 
active  duty  may  submit  such  requests  to  the  appropriate  State  Ad¬ 
jutant  General  or  the  Chief  of  the  servicing  ANG  CBPO.  USAFR 
personnel  not  on  extended  active  duty  may  submit  such  requests  to 
ARPC,  3800  York  St.,  Denver,  CO,  8020S  or,  if  unit  assigned,  to 
the  Chief  of  the  servicing  CBik)  or  Consolidated  Reserve  Person¬ 
nel  Office.  Personal  visits  to  obtain  notification  may  be  made  to  the 
Military  Records  Review  Room,  Air  Force  Military  Personnel 
Center,  Randolph  AFB,  TX  78148,  the  Military  Records  Review 
Room,  Air  Reserve  Personnel  Center,  Denver  CO  80205;  The  Of¬ 
fice  of  the  Director,  National  Personnel  Records  Center  (NPRC), 
111  Winnebago  St.,  St.  Louis,  MO,  63118;  the  office  of  the 
Director  of  Personnel  Data  Systems  at  the  appropriate  major  com¬ 
mand  headquarters;  or  the  office  of  the  (TUef  of  his  servicing 
CBPO.  Identification  wiU  be  based  on  presentation  of  DD  Form 
2AF,  Military  Identification  Card.  Air  Force  civilian  employees 
must  provide  SSN,  full  name,  previous  names  if  any,  last  date  and 
location  of  Air  Force  civilian  employment  if  not  currently  em¬ 
ployed  by  the  Air  Force  -  current  employees  should  submit  such 
requests  to  their  CCPO  •  former  employees  of  the  Air  Force  should 
submit  such  requests  to  the  CCPO  for  the  last  Air  Force  installa¬ 
tion  at  which  they  were  employed.  Authorizations  for  a  person 
other  than  the  data  subject  to  have  access  to  an  individual's 
records  must  be  based  on  a  notarized  statement  signed  by  the  data 
subject. 

Record  access  procedures:  Assistance  in  gaining  access  to  his 
records  wOl  be  provided  the  individual  by  the  appropriate  subor¬ 
dinate  system  manager  at  AFMPC,  ARPC,  NPRC,  major  command 
or  CBPO/CRPO/CCPO. 

Contesting  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions,  medical  institutions,  automated  system  interfaces,  po¬ 
lice  and  investigating  officers,  the  bureau  of  motor  vehicles,  a  state 
or  local  government  and  source  documents  (such  as  reports) 
prepared-on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


F03004  SGPA  A 

System  aame:  USAF  Aerospace  Medicine  Personnel  Career  Infor¬ 
mation  System 

System  location:  The  Aerospace  Medicine  Division,  HQ 
USAF/SGPA  Washington  DC  20314 

Categories  of  individnais  covered  by  the  system:  All  AF  Medical 
Officers  (MC),  active  duty,  separated  or  retired,  who  possess  or 
are  in  training  leading  to  award  of  Air  Force  Specialty  Code 
(AFSC)  9356,  Aerospace  Medicine  Physician. 

Categories  of  records  in  the  system:  Date  of  Board  certification, 
dates  of  aeronautical  ratings,  professional  society  membership 
record  of  training,  military  assignments,  marital  status,  list  of 
papers  authored,  assignment  preferences,  desired  career  progres¬ 
sion,  photograph,  letter  of  notification  of  certification  by  the  Amer¬ 
ican  Board  of  Preventive  Medicine,  as  well  as  personal  letters  from 
officers  regarding  promotion/assignments/career  progression  and 
copies  of  replies  to  Aese  letters. 

Authority  (or  maintenance  of  the  system:  Title  10,  United  States 
Code,  Sections  8012  and  133. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assist  the  Chief, 
Aerospace  Medicine  Division  in  establishing  policy  on  educational 
requirements  in  9356  career  field;  to  foster  career  retention  through 
more  personal  contact  with  officers  in  this  specialty;  to  assist  the 
AF  Military  Personnel  System  in  assigning  Aerospace  Medicine 
Physicians. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  in  card  files. 

RetrievabilHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  protected  by  guards. 

Records  are  controlled  by  visitor  registers. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Required  information  is  full  name/rank;  visits  may  be  made  to 
Office  of  the  Surgeon  General,  Aerospace  Medicine  Division;  proof 
of  identity  is  by  military  ID  card  for  active/retired  and  personal 
recognition  due  to  small  number  of  officers  involved. 

Record  access  procednres:  Individual  can  obtain  assistance  in 
gaining  access'from  the  Systems  Manager. 

Individuals  provide  the  vast  majority  of  information  in  this 
system;  individuals  provide  the  letters  from  the  American  Board  of 
Fteventive  Medicine  concerning  Board  certification;  Air  Force  Mili¬ 
tary  Personnel  Center  (AFMPC)  provides  some  data  upon  request 
from  AF/SGPA. 

Contesting  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels,, 
auditors,  and  so  forth. 

Information  from  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004  SGPA  B 

System  name:  Bioenvironmental  Engineer  Personnel  Career  Infor¬ 
mation  System 
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PRIVACY  ACT  ISSUANCES 


.Syttca  locadoD:  At  Headquarters  United  States  Air  Force. 
Washington  DC  20330. 

Categories  of  indWtdnals  covered  by  tbe  systea:  AD  Air  Force  Ac¬ 
tive  Duty  Officers  with  Air  Force  Specirity  Code  (AFSC)  9116, 
9124.  or  9121 

Categories  of  records  in  the  systcni:  File  contains  individual  fol¬ 
ders,  filed  by  name,  and  includes  information  regarding  where  the 
individual  is  assigned,  academic  background,  assignment 
preferences,  past  assignments,  correspondence  between  the  in¬ 
dividual  and  the  Associate  Chief  of  the  Biomedical  Sciences  Corps 
(BSC)  for  Bioenvironmental  Engineering,  professional  accomplish¬ 
ments  of  the  individual. 

Authority  for  mahitcnaacc  of  the  system:  Title  10  U.S.C.  Section 
133  and  Section  8012 

BenthM  uses  of  records  maintained  In  the  system,  Inclndlng  catego¬ 
ries  of  nsera  and  the  purposes  of  such  naes:  To  assist  the  Associate 
Chief  of  the  BSC  for  Bioenvironmental  Engineering  in  establishing 
policy  or  educational  requirements  in  this  career  field;  to  foster 
career  retention  through  more  personal  contact  with  officers  in  this 
specialty;  to  assist  the  Air  Force  Military  Personnel  Center  in  assig¬ 
ning  bioenvironmental  engineers 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  * 

Maintained  in  card  files. 

betrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  authorized  personnel  who  are  property 
screened  and  cleared  for  need-to-know. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Retentloa  and  disposal:  Retained  in  office  files  for  six  months 
after  the  individual  terminates  military  service,  then  destroyed  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managers)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force,  Washington,  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004  SGPA  C 

System  name:  Aerospace  Physiology  Personnel  Career  Information 
System 

System  location:  The  Aerospace  Medicine  Division,  HQ 
USAF/SGPA.  Washington  DC  20314. 

Categories  of  Individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel.  . 

Serving  in  tbe  USAF  Aerospace  Physiology  Programs;  applies  to 
civilian  and  military  applicants  for  the  program. 

Categories  of  records  la  the  system:  Files  contain  a  picture,  infor¬ 
mation  as  to  assignments,  academic  and  professional  accomplish¬ 
ments,  personal  letters  from  individuals  inquiring  about  some 
aspect  of  a  career  as  an  AF  Aerospace  Physiologist/Physiological 
Training  Officer. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code.  Section  8012,  133. 

Rontiae  uses  of  records  maintained  in  the  system,  inclndlng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  make  policy  decisions 
regarding  level  and  type  of  officer  expertise  available  and  required 
to  meet  present  and  future  commitments  for  USAF;  for  policy 
analysis  in  determining  tbe  type  of  professional  background 
required  to  meet  standards  for  each  program  falling  within  the 
Aerospace  Physiology  Programs.  Category  of  user  is  Chief. 
Aerospace  Physiology  and  Chief,  Biomedical  Sciences  Corps 


(BSC).  Specific  use  is  to  analyze  the  experience  and  professional 
achievements  of  the  individual/group  to  insure  that  qualified  of¬ 
ficers  are  available,  processed  and  trained  and  properly  located  to 
meet  the  requirements  for  specific  and  highly  technical  Aerospace 
Physiology  protects.  Includes  policy  decisions  regarding  curricula 
for  professional  training  requirements  for  advanced  degrees, 
manning,  standards  for  manpower  evaluation,  professional  degree 
level  for  required  functional  areas,  statistical  analysis  of  data  relat-> 
ing  to  component  officers  in  the  BSC.  Personnel  letters  from/to  in¬ 
dividuals  contain  answer/questions  to  policies  and  their  relation  to 
individual's  AF  status,  where  applicable. 

Policies  and  practices  (or  storing,  retrieving,  acceming,  retaining, 
nnd  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  visible  file  binders/cabinets. 

Resumes  are  in  alphabetical  order  in  loose  ring  notebook. 

RetrievabilHy:  FUed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  protected  by  guards. 

Retentloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  and  addrem:  The  Surgeon  General.  Headquar¬ 
ters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Provide  fuU  name.  Social  Security  Account  Number,  military 
status.  Requestors  may  visit  Office  of  the  Surgeon  General, 
Aerospace  Medicine  Division.  Proof  of  identity  is  by  government 
ID  card,  drivers  license,  personal  recognition  by  Chief,  Aerospace 
Physiology  due  to  small  number  of  officers  involved. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual  and  the  USAF  Military  Personnel  Center. 

Systems  exempted  from  certain  provisions  ol  the  act:  NONE 
F03004  OEACYVA 

System  name:  03004  OEACYVA  Military  Personnel  Expense  Dis¬ 
tribution  Listing. 

System  location:  Elements  of  the  record  system  are  maintained  at 
accounting  and  finance  offices  (AFO)  and  responsibility  cen¬ 
ters/cost  centers  (RC/CC)  managers  at  Air  Force  installations  listed 
in  the  Department  of  Defense  Directory  in  the  appendix  to  the  Air 
Force  system  notice. 

Categories  of  Individuals  covered  by  the  system:  Air  Force  active 
duty  military  personnel. 

Categories  of  records  in  the  system:  records  include  but  are  not 
limited  to  Ustings  and  correspondence  relating  to  name,  grade,  stan¬ 
dard  rate  of  pay  and  other  accounting  classifications. 

Authority  (or  maintenance  of  the  system:  31  U.S.C.67(b). 

Routine  uses  ol  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Listings  are  used  by  cost 
center  managers  and  other  Department  of  Defense  Components  to 
monitor  the  accuracy  of  the  military  personnel  expense  system. 
Disclosure  made  pursuant  to  the  Freedom  of  Information  Act.  Dis¬ 
closures  to  the  Department  of  Justice  for  criminal  prosecution,  civil 
litigation  or  investigation. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
‘  and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  ffle  binders/cabinets,  in  card  files, 
on  computer  magnetic  tapes,  on  disks  or  drums,  and  on  computer 
paper  printouts. 

Retrievablllty:  available  only  by  computer  product  request  or  by 
referral  to  hard  copy  listing.  Data  can  be  obtained  only  by  retreiv- 
ing  the  complete  list  which  shows  all  personnel  for  each  base  on  a 
monthly  basis.  Data  pertaining  to  an  individual  cannot  be  automati- 
caUy  separated  from  the  list. 
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Safeguard*:  Record*  are  acce**^  by  person(*)  re*poosible  for 
*ervicing  the  record  system  in  performance  of  their  official  duties 
who  are  authorized  personnel  and  properly  screened  and  cleared 
for  need-to-know.  Records  are  protected  by  guards.  Records  are 
controlled  by  personnel  screening,  visitor  registers  and  computer 
system  software. 

Retention  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  of  Accounting  And 
Finance,  United  States  Air  Force  and  Accounting  and  Finance  Of¬ 
ficers  at  Air  Force  installations. 

Notification  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279,  telephone  (303) 
320-7SS2.  Information  pertaining  to  geographically  dispersed  ele¬ 
ments  of  the  record  system  may  be  obtained  from  Documentation 
Managers  at  Air  Force  components  listed  in  the  Department  of 
Defense  Directory  in  the  appendix  to  the  Air  Force  system  notice. 
Requesters  should  be  able  to  provide  sufficient  proof  of  identity, 
such  as  name,  social  security  account  number,  military  status,  duty 
station  or  place  of  employment,  or  other  information  verifiable 
from  the  record  itself. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
telephone  (303)  320-7SS2.  Information  pertaining  to  geographically 
dispersed  elements  of  the  record  system  may  be  obtained  from 
Documentation  Managers  at  Air  Force  components  listed  in  the  De¬ 
partment  of  Defense  Directofy  in  the  appendix  to  the  Air  Force 
system  notice.  Requesters  should  be  able  to  provide  sufficient 
proof  of  identity,  such  as  name,  social  security  account  number, 
military  status,  duty  station  or  place  of  employment,  or  other  infor¬ 
mation  verifiable  from  the  record  itself. 

Cotttestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Base  level  military  personnel  system 
(BLMPS).  Standard  rate  of  pay  from  HQ  USAF. 

Systems  exempted  from  certain  provisions  of  the  act:  NON^ 

F03004  OJ  RSSA* 

System  name:  processing  and  Classification  of  Enlistees  (PACE) 

System  location:  Central  computer  at  Air  Training  Command, 
Randolph  AFB,  TX  78148  and  input/output  remotes  at  3700  person¬ 
nel  processing  group  (ATC)  Lackland  AFB,  TX  78236  and  USAF 
Recruiting  Service  (ATC)  Randolph  AFB,  TX  78148. 

Categories  of  Individuals  covered  by  the  system:  Air  Force  active 
duty  enlisted  personnel. 

Attached  records  for  Air  National  Guard  and  Air  Force  reserve 
personnel  attending  basic  military  training  and  Officer  training 
school.  Active  duty  enlisted  personnel  attending  Officer  training 
school  in  TDY  status. 

Categories  of  records  In  the  system:  Airmen  trainee  records  con¬ 
taining  name,  SSAN,  and  other  personnel  data  for  assignment  from 
basic  military  training,  security  investigation,  job  preferences,  de¬ 
pendent  data,  education,  test  scores,  grade  and  promotions,  bio¬ 
graphical  history,  physical  data,  drug  abuse  history,  enlistment  per¬ 
sonal  and  guaranteed  training  enlistee  program  data,  separation  in¬ 
formation,  classification  data,  service  dates,  and  basic  training 
flight,  squadron,  entry  and  graduation  dates. 

Authority  for  maiatcaaucc  of  the  system:  44  United  States  Code 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sneh  uses:  Purpose  of  PACE  is  to 
create  an  initial  record  for  the  base  level  personnel  data  system 
(BLMPS);  to  provide  AFMPC  with  initial  accession  information  on 
non-prior  service  enlistees  provide  for  improved  classification  and 
assignment  procedures  using  computer  processes;  provide  necessa¬ 
ry  information  to  joint  military  pay  system  (JUMPS)  and  Lackland 
Entering  Pay  System  (LEAPS)  for  establisliment  of  military  pay 
records;  interface  the  data  ring  process  to  the  maximum  extent  with 
other  functional  areas;  and  to  standardize  and  simplify  personnel 
processing  for  the  3700  personnel  processing  group  (ATC), 
Lackland  AFB,  TX  78236,  so  that  they  may  more  effectively  con¬ 
trol  record  preparation,  processing,  and  classification  actions  neces¬ 


sary  to  transition  civilian  enlistees  to  military  status.  Aptitude  tests 
are  administered;  biographical  history  and  job  and  assignment 
preferences  are  collected;  and  personal  data  is  collected  from  en¬ 
listment  records  to  establish  a  mechanized  record  necessary  to  sup¬ 
port  classification  and  assignment  of  trainees.  Accession  and  up¬ 
date  data  is  furnished  through  automatic  interface  to  the  advanced 
personnel  data  system  (APDS)  at  AFMPC  and  Air  Training  Com¬ 
mand,  Randolph  AFB,  TX;  to  JUMPS  at  AFAFC,  Denver,  CO. 
and  to  LEAPS  at  accounting  and  finance.  Lackland  AFB,  TX.  His¬ 
tory  records  are  furnished  monthly  to  the  human  resources  labora¬ 
tory  (HRLPRD),  personnel  research  division.  Lackland  AFB,  TX, 
for  statistical  analysis  and  to  USAF  Recruiting  Service/RSS,  Ran¬ 
dolph  AFB,  TX,  for  use  in  the  enlistee  quality  control  monitoring 
system.  Data  is  used  to  prepare  forms,  processing  schedules,  reas¬ 
signment  and  promotion  orders,  classification  actions,  transaction 
and  error  rosters,  autodin  lists,  and  management  products  necessa¬ 
ry  to  administer  trainees  while  at  Lackland  AFB,  TX.  Standard 
BLMPS  products  such  as  JUMPS  transaction  registers,  strength 
balance  reports,  and  suspense  lists  are  prepared.  Changes  in  bask 
data,  promotions,  reassignments,  separations,  and  duty  status 
changes  are  reported  to  APDS,  JUMPS,  and  LEAPS  as  tte  action 
occurs.  History  records  used  at  HRLPRD  and  the  enlistee  quality 
control  monitoring  system  are  augmented  by  additional  data  from 
APDS  and  technical  training  centers  and  are  used  to  evaluate  the 
quality  of  Airmen  enlisted  in  the  USAF  and  the  effects  of  changes 
in  procurement  and  classification  policies. 

Polkics  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  fOes. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Retrkvabilhy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Records  for  basic  trainees  are  retained  in 
active  file  until  departure  from  basic  military  training  is  confirmed 
then  transferred  to  history  file  on  magnetic  tape  for  one  year. 
Records  for  Officer  trainees  are  maintained  in  the  active  file  until 
end  of  fiscal  year  in  which  they  enter  training  and  then  transferred 
to  history  file  on  magnetic  tape  for  one  year. 

System  manager(s)  and  address:  USAF  Recruiting  Service  (ATC), 
Randolph  AFB,  TX  78148  and  3700  personnel  processing  group 
(ATC),  Lackland  AFB,  TX  78236. 

Notifleation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Prepared  from  forms  prepared  during  enlistment  processing  and 
completed  during  interviews  and  testing  at  3700  personnel 
processing  group.  Lackland  AFB,  TX  78236. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004  OJ  RSSB 

System  name:  Enlistee  Quality  Control  Monitoring  System  E818. 

System  location:  USAF  Recruiting  Servke  (ATC)  RSS,  Randolph 
AFB,  TX  78148. 

Categorks  of  indivMnals  covered  by  the  system:  Air  Force  active 
duty  e^sted  personnel. 

Categories  of  records  in  the  system:  Airmen  trainee  history 
records  containing  name,  SSAN,  and  other  personnel  data  for  as¬ 
signment  from  basic  military  training,  job  preferences,  security  in¬ 
vestigation,  dependent  data,  education,  test  scores,  grade  and 
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promotions,  biographical  history,  physical  information,  drug  abuse 
history,  enlistment  personal  and  guaranteed  training  enlistee  pro¬ 
gram  data,  separation  data,  classification  data,  service  dates, 
technical  school  eliminatioos,  separations,  honor  graduates  and  arti¬ 
cle  IS  and  courts-martial  actions. 

Authority  for  maintenance  of  the  system:  44  United  States  Code 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  of  system  is  to 
evaluate  the  quality  of  Airmen  being  enlisted  in  the  USAF. 
Statistics  are  developed  to  evaluate  the  impact  of  drug  abuse,  judi¬ 
cial  punishment,  technical  school  elimination  and  their  interreaction 
on  procurement  policies.  Feedback  data  is  furnished  to  field  operat¬ 
ing  personnel  to  assist  them  in  evaluating  their  effectiveness  as 
recruiters  and  managers  and  allow  them  to  make  necessary  changes 
in  their  recruiting  methods.  Used  by  staff  agencies  at  HQ  USAF 
and  Air  Training  Command  to  evaluate  the  effects  of  changes  in 
procurement  and  classification  changes.  Used  by  recruiting  agen¬ 
cies  to  evaluate  recruiting  methods  based  on  review  of  basic  mUita- 
ry  training  discharges,  technical  school  discharges,  eliminations, 
and  honor  graduates,  and  judicial  punishment  actions.  Statistical 
analysis  by  all  levels  of  agencies  to  indicate  recruiting  and  seasonal 
procurement  trends,  classification  and  assignment  policy  changes, 
and  discharge  and  eliminee  rates.  Used  to  furnish  statistics  on 
females  with  minor  dependents,  on  fast-pace  students,  and  directed 
duty  assignments. 

Policlct  and  practices  for  storing,  retrieving,- accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Retained  indefinitely  by  fiscal  year  of  en¬ 
listment. 

System  manager(s)  and  address:  Director  of  student  resources, 
USAF  Recruiting  Service,  Air  Training  Command,  Randolph  AFB, 
TX  78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  financial  institutions. 

Systems  exempted  from  certain  provisions  of  the  net:  NONE 
F03004  OQVDYDA 

System  name:  military  Airlift  Command  (MAC)  Special  Executive 
Development  Program 

System  location:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  Individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Categories  of  records  in  the  system:  Contains  last  ten  performance 
ratings,  educational  level,  and  professional  military  education  data. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  purpose  to  identify  for 
special  executive  development,  highly  qualified  Officers.,  Category 
of  user  Headquarters  MAC  Deputy  Chief  of  staff  for  personnel  and 
Commanders  of  MAC  numbered  Air  Forces,  services,  and  wings. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 


Retrievability:  Filed  by  other  identification  number  or  system 
identifier. 

Safegnards:  Records  arc  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Reteatioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  address:  MAC  Deputy  Chief  of  Staff  for 
Personnel,  Scott  Air  Force  Base,  IL  62225. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004  OSGHLNA 

System  name:  Group  Scheduling  Listing 

System  location:  At  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

321st  security  police  group  (321SPG)  and  missile  security 
(321MSS)  squadron.  Grand  Forks  AFB  ND  58201 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Name,  grade,  SSAN,  date  of 
birth,  training  date,  flight/office  symbol. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Identifying  train¬ 
ing/appointments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  address:  Non-commissioned  Officer  in 
charge,  scheduling  branch,  321  spg  non-commissioned  Officer  in 
charge,  reports  and  analysis  division,  321  spg  non-commissioned 
Officer  in  charge,  aircraft  security  branch,  321  spg  non-commis¬ 
sioned  Officer  in  charge,  missing  site  branch,  321  MSS  non-com¬ 
missioned  Officer  in  charge,  standardization  branch,  321  spg  non¬ 
commissioned  Officer  in  charge,  training  division,  321  spg 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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F03dM  OSGHLNC 
System  name:  Disaster  Teams  and  Training 

System  locattoa:  32 1st  Combat  support  group  (CSC)  Grand  Forks 
Air  Force  Base  (AFB)  ND  58201. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  civilian  employees. 

Categories  of  records  In  the  system:  Name,  grade,  duty  section, 
duty  and  home  phone  nunbers,  training  and  duty  status. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Notify  members  of 
response  and  to  check  training  requirements. 

Policies  and  practices  for  storing,  retrieving,  nccessiog,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  nnd  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Disaster  preparedness  Officer. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  at  reports)  prepared  on  ^half  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  to  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004  tTMUHiB 

System  name:  Officer  Promotion  Eligibility  Report 

System  location:  Headquarters,  Tactical  Air  Command,  Langley 
AFB,  Virginia  23665. 

CatcMries  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Categories  of  records  In  the  system:  Personnel  data  on  Officers 
eligible  for  a  certain  grade. 

Authority  for  maintenance  of  the  system:  44  United  States  Code 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  product  is  used  to 
administer  the  Officer  promotion  program  at  Major  Air  Command 
level. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

Retrievahility:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Chief  of  Personnel,  Headquar¬ 
ters.  Tactical  Air  Command,  Langley  AFB,  VA  23665 

Notification  procedure:  Career  progression  division  phone  764- 
4159. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 


Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provisioas  of  the  net:  NONE 
F03004  OTMUHJK 

System  name:  base  Automated  Mobility  System  (BAMS)  Personnel 
Extract  Tape 

System  location:  Headquarters,  Tactical  Air  Command,  Langley 
AFB,  Virginia  23665 

Categories  of  individuals  covered  hy  the  system:  Air  Force  active 
duty  enlisted  personnel. 

Categories  of  records  in  the  system:  Personnel  data  extracted  on 
Officers  and  Airmen. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8074 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  personnel  extract 
tape  is  used  as  an  input  to  produce  BAMS  output  products  to 
manage  available  personnel  resources  for  mobility  and  deployment 
purposes  at  the  CBPO. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Retrievahility:  Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Tactical  Air  Command,  Langley 
Air  Force  Base,  Va. 

Notification  procedure:  Wing/base  mobility  office. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  ' 

Record  source  categories:  Information  obtained  from  automated 
system'interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F030MX0IACYVB 

System  name:  030()4X0IACYVB  Processed  Transactions. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Deliver,  CO  80280.  Air  National  Guard  activities.  Air 
Force  Reserve  units,  in  the  appendix  to  the  Air  Force’s  systems 
notice. 

Categories  of  individuals  covered  hy  the  system:  Active  Air  Na¬ 
tional  Guard  and  USAF  reserve  personnel. 

Categories  of  records  In  the  system:  Point  Credit  Accounting  and 
Reporting  System  (PCARS)  weekly  processed  transactions  list.  In¬ 
dividual  point  credit  accounts. 

Authority  for  maintenance  of  the  system:  Title  10  US  Code,  Sec¬ 
tion  1331,  Section  1332,  Section  1333. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  maintain  accurate 
listings  of  transactions  processed  to  active  Air  Force  members: 
point  credit  account. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets  and  on  com¬ 
puter  paper  printouts. 

Retrievahility:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for,  7300  East  First  Avenue,  Denver,  CO  80280.  need- 
to-know.  Records  are  protected  by  guards. 
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RHmUm  u4  RkpaMl:  Reuiacd  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

SysSem  managens)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC) 

NotiHcatloa  pracednre:  Request  from  individual  should  be  ad¬ 
dressed  to  Command  Documentation  Management  Officer 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280.  Written 
request  for  information  should  contain  full  name  of  individual,  SSN 
(Social  Security  Number),  current  address  and  the  case  control 
number  shown  on  correspondence  received  from  center  records 
may  be  reviewed  in  records  review  room  ARPC,  7300  East  First 
Avenue,  Denver,  CO  80280  between  8  am  and  3  pm.  on  normal 
work  days.  For  personal  visits,  the  individual  should  provide  cur¬ 
rent  reserve  ID  card  and  or  drivers  license  and  give  some  verbal  in¬ 
formation  that  could  verify  his/her  reserve  assignment. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  7300  East  First  Avenue,  Denver,  CO  80280, 
telephone  (303)  394-4667. 

Coutestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  master  personnel 
record  and  authorized  point  credit  documents  Information  obtained 
from  automated  system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004X01ACYVE 

System  name:  03004X0IACYVE  Periodic  Reconciliation  File. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280.  Air  National  Guard  activities.  Air 
Force  Reserve  units,  in  the  appendix  to  the  Air  Force's  systems 
notice. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel. 

Categories  of  records  la  the  system:  Name  and  social  security 
number  (SSN)  in  the  Point  Credit  Accounting  and  Reporting 
System  (PCARS)  master  file  will  be  compared  with  the  same  data 
items  in  the  Advanced  Personnel  Data  System  (APDS)  master  file 
and  air  reserve  pay  and  Allowance  System  (ARPAS)  master  file. 

Authority  for  maintenance  of  the  system:  Title  10  US  Code  sec¬ 
tions  1331,  1332,  1333 

Rontiae  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  reconcile 
strength  of  the  Air  National  Guard  and  Air  Force  Reserve  members 
between  the  various  mechanized  accounting  systems. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets  and  on  com¬ 
puter  paper  printouts. 

Retrlevahility:  Filed  by  Name  and  Social  Security  Number 
(SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(a)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Request  from  individuual  should  be  ad¬ 
dressed  to  Command  Documentation  Management  Officer 
ARPC/ADDP  7300  East  First  Avenue,  Denver,  CO  80280.  Written 
request  for  information  should  contain  fuU  name  of  individual,  SSN 
(social  security  number),  current  address  and  the  case  control 
number  shown  on  correspondence  received  from  center  records 
may  be  reviewed  in  records  review  room  ARPC,  7300  East  First 
Avenue,  Denver,  CO  80280  between  8  am  and  3  pm  on  normal 
work  days.  For  personal  visit,  the  individual  should  provide  current 
reserve  ID  card  and/or  drivers  license  and  give  some  verbal  infor¬ 
mation  that  could  verify  his  or  her  reserve  or  National  Guard 
status. 


Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  Command  Documentation  Management  Officer 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280, 
telephone  (303)  394-4667. 

Coatestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  eertain  provisioas  of  the  act:  NONE 
F03004XOIACYVF 

System  name:  03004X0IACYVF  Accession  Listing. 

System  location:  Air  National  Guard  activities.  Air  Force  Reserve 
units,  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  hy  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel. 

Categories  of  records  in  the  system:  Name  and  social  security 
number  (SSN)  of  Air  Force  Reserve  and  National  Guard  members 
newly  gained  to  the  Point  Credit  Accounting  and  reporting  system 
(PCARS). 

Authority  for  maintenance  of  the  system:  Title  10  US  Code  sec¬ 
tions  1331,  1332,  1333. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  list  all  new 
members  of  the  Air  Force  Reserve  and  Air  National  Guard  each 
week. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets  and  on  com¬ 
puter  paper  printouts. 

Retrievabillty:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  authorized  personnel  who  are  properly  screened  and 
cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Request  from  individual  should  be  ad¬ 
dressed  to  Command  D^umentation  Management  Officer 
ARPC/DADP,  7300  East  First  Avenue,  Denver  CO  80280.  Written 
request  for  information  should  contain  full  name  of  individual,  SSN 
(social  security  number,  current  address  and  the  case  control 
number  shown  on  correspondence  received  from  center.  Records 
may  be  reviewed  in  records  review  room  ARPC,  7300  East  First 
Avenue,  Denver,  CO  80280  between  8  am  and  3  pm.  on  normal 
work  days.  For  personal  visits,the  individual  should  provide  current 
reserve  ID  card  and/or  drivers  license  and  give  some  verbal  infor¬ 
mation  that  could  verify  his  or  her  Reserve  or  National  Guard 
status. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  Management  Officer,  ARPC/DADP,  7300  East 
First  Avenue,  Denver,  CO  80280,  telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces.  ;and  from  extended  active  duty  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03004X«IACYVG 

System  name:  03004X01ACYVG  Input  Transaction  Registers. 

System  location:  Air  National  Guard  activities.  Air  Force  Reserve 
units,  in  the  appendix  to  the  Air  Force's  systems  notice.  Air 
reserve  Personnel  Center  7300  East  First  Avenue,  Denver,  CO 
80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel. 

Categories  of  records  in  the  system:  Certified  listing  summarizing 
manual  posting  to  personnel  Point  Credit  Accounting  and  reporting 
system  (PCARS),from  ANG  and  Air  Force  Reserve  units. 
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Authority  for  maiotenance  of  the  ayateni:  Title  10  US  Code, sec¬ 
tions  1331,1332  and  1333. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  certify  accuracy  and 
completeness  of  transactions  manually  submitted  to  PCARS  as 
required  by  Air  Force  audit  requirements. 

Policies  and  practices  for  storing,  retrieving,  acceuing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets  and  on  com¬ 
puter  paper  printouts. 

Retrievabiiity:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  pcrson(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Request  from  individual  should  be  ad¬ 
dressed  to  Command  Documentation  Management  Officer 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280.  Written 
request  for  information  should  contain  full  name  of  individual, 
SSAN(social  security  account  number),  current  address  and  the 
case  control  number  shown  on  correspondence  received  from 
center.  Records  may  be  reviewed  in  records  review  room  ARPC, 
7300  East  First  Avenue,  Denver,  CO  80280  between  8  am  and  3  pm 
on  normal  work  days.  For  personal  visits,  the  individual  should 
provide  current  reserve  ID  Card  and/or  drivers  license  and  give 
some  verbal  information  that  could  verify  his/her  reserve  status. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  Command  Documentation  Management  Of¬ 
ficer,  7300  East  First  Avenue,  Denver,  CO  80280,  telephone  (303) 
394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Authorized  Point  Credit  Documents  In¬ 
formation  obtained  from  automated  system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F030040BXQPCAB 

System  name:  Military  Personnel  Administrative  Records. 

System  location:  At  United  States  Air  Force  Academy,  CO  80840.  . 

Categories  of  Individuals  covered  by  the  system:  Living  U.S. 
citizens  who  have  contributed  significantly  to  the  National  Defense 
and  security  of  the  United  States,  Air  Force  active  duty  enlisted 
and  officer  personnel  assigned  or  attached  for  duty  to  the  USAF 
Academy,  and  military  personnel  applying  for  tuition  assistance 
under  the  education  program. 

Categories  of  records  in  the  system:  Documents  contained  in  this 
system  include:  I.  Award  recommendations/nominations.  These 
documents  include  personal  data  on  individuals  being  recommended 
for  an  award;  nominations  from  Air  Force  major  commands  and 
separate  operating  agencies,  and  supporting  biographical  informa¬ 
tion  on  nominees  for  the  Thomas  D.  White  Defense  Award.  2.  Edu¬ 
cation-  training  data.  Includes  related  reports,  extension  course  in¬ 
stitute  certificates  and  requests  for  enrollment  in  the  professional 
education  program.  3.  Evaluations.  Includes  officer  efficiency  re¬ 
ports,  airman  performance  reports  and  supplemental  sheets  thereto. 

4.  Other  information  contained  in  the  system  encompasses  docu¬ 
ments  associated  with  military  personnel  records  and  academic 
absence  authorizations. 

Authority  tor  maintenance  of  the  system:  10  United  States  Code 
8012 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Personal  data  maintained 
on  military  personnel  is  used  by  the  supervisor  to  nominate  person¬ 
nel  for  the  Senior  Noncommissioned  Officer  (NCO),  NCO,  or  Air¬ 
man  of  the  Quarter  or  Year  Award.  Nominations  arl  provided  the 
unit  orderly  room  for  evaluation.  Data  pertaining  to  the  Thomas  D. 
White  Defense  Award  is  used  by  a  selection  board  in  identifying  an 
appropriate  recipient  for  the  award.  The  award  elements  which  may 


consist  of  citations,  certificates,  and/or  trophies  are  prepared  using 
information  provided  by  the  nominating  activity.  Education-training 
data  is  used  to  determine  individual  enrollment  under  professional 
education  programs  and  the  amount  of  funds  required  for  each  and 
also  to  document  completed  training  as  in  the  case  of  completed 
extension  institute  courses.  Other  documents  in  the  system  are  used 
in  support  of  management  requirements  and  decisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  on  disks  or  drums. 
Maintained  on  computer  magnetic  tapes.  Maintained  on  computer 
paper  printouts. 

Retrievabiiity:  Filed  by  Name.  Filed  by  Social  Security  Account 
Number  (SSAN).  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  in  performance  of  their  ofheial  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets.  Records  are  stored  in  locked  cabinets  or 
rooms. 

Retention  and  disposal:  Records  maintained  in  conjunction  with 
the  Thomas  D.  White  Defense  Award  are  retained  in  office  files 
until  superseded,  obsolete,  no  longer  needed  for  reference,  or  on 
inactivation,  then  destroyed  by  tearing  to  pieces,  shredding,  pulp¬ 
ing,  macerating,  burning,  or  burying;  other  award  documents  as 
well  as  requests  for  enrollment  in  professional  education  programs, 
academic  absence  authorizations,  and  efficiency  reports  are 
retained  in  offices  files  for  1  year  after  the  annual  cut-off  then 
destroyed  as  previously  described.  The  remaining  documents  in  the 
system  are  retained  until  reassignment  or  separation  then  destroyed 
in  the  same  manner  indicated  above. 

System  managcr(s)  and  address:  Deputy  Chief  of  Staff/Personnel, 
USAF  Academy,  CO  80840. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Request  for  information  on  effi¬ 
ciency  reports  should  include  fill  name  and  SSAN. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesttng  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers.  Also  from  the  individual  concerned,  supervisors,  and  mili¬ 
tary  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F0300410HAJXFA 

System  name:  Air  Force  Systems  Command  (AFSC)  Personnel 
Resource  Management  System 

System  location:  Headquarters  AFSC  Deputy  Chief  of 
Staff/Personnel  Andrews  Air  Force  Base  MD  20334. 

Categories  of  individuais  covered  by  the  system:  All  active  duty 
Air  Force  military  assigned  to  this  Command. 

Categories  of  records  in  the  system:  All  standard  Air  Force  data 
items  from  the  advanced  personnel  data  system  (APDS)  are  in¬ 
cluded  in  this  file  as  well  as  the  following  unique  data  items:  as¬ 
signment  vulnerability  code,  assignment  vulnerability  date,  person¬ 
nel  gain-loss  indicator,  merge  record  status,  summary  indicator, 
professional  potential  index  (Officer). 

Authority  (or  maintenance  of  the  system:  10  United  States  Code 
8034. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Information  in  this 
system  is  used  to  provide  personnel  resources  managers  with  infor¬ 
mation  in  addition  to  standard  APDS  data  that  will  enhance  assign¬ 
ment  actions  and  insure  effective  utilization  of  personnel  in  the 
Command.  This  file  merges  Officer  and  enlisted  data  to  provide  a 
total  military  manning  picture  for  Air  Force  Systems  Command 
(AFSC)  units.  It  is  also  used  to  screen  personnel  completing 
minimum  tours  in  AFSC.  Resource  managers  use  the  file  to  identify 
the  type  of  gain  or  loss  actions  pending  on  an  individual  such  as 
intra-Command  moves,  promotions,  changes  to  current  duty  area. 
The  professional  potential  index  (PPI)  is  used  where  a  gross  indka- 
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tor  of  personoel  quality  or  potential  is  needed  such  as  determining 
parity  of  quality  manning  within  field  organizations,  affecting  fu- 
tarc  assignment  actions,  trackin  individual  board  member  per¬ 
formance  in  below  the  zone  promotion  boards,  to  insure  fair  con¬ 
sideration  for  below  the  zone  candidates.  The  PPl  provides  a  smgle 
quantitative  representation  of  the  whole  man.  The  PPI  is  primarily 
based  on  adjusted  effectiveness  report  data  which  has  been  ad¬ 
justed  for  inflation,  currency,  period  of  supervision,  and  period  of 
time  covered  by  the  computer  file.  It  also  includes  the  influence  of 
academic  and  professional  military  education,  aeronautical  rating, 
service  component,  source  of  commission,  promotion  status,  date 
of  sepaiaUon,  and  age.  This  data  is  all  taken  from  standard  person¬ 
nel  irformation  files  in  APDS.  The  information  helps  resource 
managers  and  Commanders  insure  a  precise  quality  distribution  of 
the  personnel  resource  necessary  to  accomplish  the  unique  mission 
of  scientific  research  and  development  of  Air  Force  Systems  Com¬ 
mand.  The  data  is  only  available  to  personnel  resource  managers 
and  Commanders  in  AFSC.  No  other  agency  has  access  to  this 
data,  therefore,  there  are  no  routine  uses  of  the  data  outside  AFSC. 

Pollcfcs  and  practices  for  storiag,  rctrievlag,  acccssiag,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  on  disks  or  drums. 

Retrievability:  Filed  by  Social  Security  Account  Number  (SSAN). 

Salegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  computer  system  software. 

Retentloa  aad  disposal:  Retained  in  computer  files  until  individual 
is  reassigned  or  separated  from  the  Air  Force,  then  destroyed  by 
re-using  and  writing  over  the  record  space. 

System  managerfs)  and  address:  Headquarters  AFSC 
DCS/personnel 

Notificatloa  pmecdnre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  previsions  of  the  act:  NONE 
F0300410HAJXFB 

System  name:  potential  Program  Managers  Tracking  System 
(PPMTS) 

System  location:  Headquarters  Air  Force  Systems  Command 
Deputy  Chief  of  Staff/P  Andrews  Air  Force  Base  MD. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice.  20334 

Categories  of  individnah  covered  hy  the  system:  Active  duty  Air 
Force  Officers  in  Air  Force  Systems  Command  in  research  and 
development  career  fields. 

Categories  of  records  la  the  system:  AD  standard  Air  Force  data 
items  from  the  advanced  personnel  data  system  (APDS)  are  in¬ 
cluded  in  this  file  as  weU  as  the  foUowing  unique  data  Hems  profes¬ 
sional  experience  identifier  (PEI),a  code  based  on  type  .level  and 
length  of  an  Officers  experience  derived  from  information  from 
APDS.  PEI  end  date.  PEI  review  date.  PEI  manning  point.  Yes/no- 
if  yes  Officer  continues  to  be  tracked,  if  no.  Officer  is  no  longer 
tracked,  however,  his  fUe  is  stiU  maintained  in  an  inactive  status. 
Defense  systems  management  school  (DSMS),  selectee  .alternate 
selectee,  graduate.  Professional  military  education  (PME)  eligibility 
date. 

Aatbority  far  maintenance  of  the  system:  10  United  States  Code 
8034. 

Routine  uses  of  records  raaintaiacd  in  the  system,  Incladiag  catego* 
rfes  of  users  aad  the  parpooes  of  such  uses:  Routine  uses;  a.  P^- 
pose>  In  accordance  with  DoD  directive  3000.23  system  acquisition 
management  careers,  monitor  performance  of  Air  Force  Systems 
Command  (AFSC)  Systems  Acquisition  Officers  to  select  best 
qualified  personnel  for  key  positions  in  management  of  major 


defense  systems.  B.  Categories  of  users-  Headquarters  AFSC  Com¬ 
mander.  Vice  Commander,  Chief  of  Staff,  DCS/Personnel, 
Assistant  DCSX/P,  Director  of  Assigments,  Career  Development 
Division,  Officer  Assignments  Division  Director  of  Personnel  Pro¬ 
grams.  Training  and  Education  Division,  AFSC  Field  Commanders 
and  Program  Managers.  C.  Specific  use  data  wiU  be  reviewed  by 
the  above  personnel  to  make  decisions  concerning  possible  reas¬ 
signment  or  career  development  actions  on  AFSC  Systems  Acquisi¬ 
tion  Officers. 

Policies  and  practices  (or  storing,  retrieving,  accoaalag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  disks  or  drums. 

RetrievabllHy:  FDed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  arc  accessed  by  pcrson(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  necd-to-know. 

Retention  and  disposal:  Retained  in  computer  files  until  individual 
is  reassigned  or  separated  from  the  Air  Force,  and  then  destroyed 
by  re-using  and  writing  over  the  record  space. 

System  manager(s)  aad  address:  Headquarters  AFSC 
DCS/Pcrsonnel. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  obtained  from  automated 
system  interfaces. 

System's  exempted  from  certain  provisioas  of  the  act:  NONE 
F0300410HAJXFC 

System  name:  Air  Force  System  Command  Personnel  Data 
Retrieval  System. 

System  location:  Headquarters  Air  Force  Systems  Command 
DCS/P,  Andrews  AFB  MD  20334. 

Categories  of  indlvidnals  covered  by  the  system:  Air  Force  Of¬ 
ficers  and  civilians  GS-12  and  above  in  Air  Force  Systems  Com¬ 
mand. 

Categories  of  records  in  the  system:  Standard  Air  Force  data  items 
from  the  Advanced  Personnel  Data  System  (APDS)  are  included  in 
this  fUe  as  weU  as  standard  civilian  personnel  data  items  from  the 
E201  file  as  weU  as  an  experience  resume  of  job  history  which 
describes  each  job  the  individual  has  held  in  the  United  States  Air 
Force. 

Authority  (or  maiutcnancc  of  the  system:  10  U.S.C.  8034. 

Routine  uses  of  records  maintained  fa  the  system,  incladiag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Information  is  used  to 
provide  personnel  resource  managers  with  data  in  addition  to  stan¬ 
dard  APDS  data  that  wiU  enable  them  to  provide  improved  assign¬ 
ment  actions  and  more  effective  utilization  of  the  unique 
background  of  officers  and  civilians  in  the  Research  and  Develop¬ 
ment  career  fields.  The  resume  also  allows  individuals  to  commu¬ 
nicate  their  next  job  preferences  for  assignment  purposes.  No  other 
agency  has  access  to  this  data,  therefore,  there  are  no  routine  uses 
of  the  data  outside  of  the  Air  Force. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dispostog  of  records  fa  the  system: 

Storage:  Maintained  on  disks  or  drums. 

RetrievabllHy:  FUed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  computer  system  software. 

Rcicntion  and  disposal:  Retained  in  computer  files  until  the  in¬ 
dividual  is  reassigned  from  AFSC  or  retires  from  the  Air  Force, 
then  destroyed  by  writing  over  and  reusing  the  record  space. 
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Syitcn  ■•Bagcr(t)  aad  addrcaa:  Headquarters  AFSC 
DCS/Personnel. 

Notificatioa  proctdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individu^  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systeais  exempted  from  certain  provisions  of  the  act:  NONE 
F03005  PRENC  A 

System  name:  Equal  Opportunity  in  Off-Base  Housing 

System  location:  Each  base  level  Housing  Referral  Office;  Major 
Command  (MAJCOMVAssistant  for  Family  Housing  Management 
and  Deputy  Chief  Of  Staff  Programs  and  Resources. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Categories  of  in¬ 
dividuals  on  whom  records  are  maintained.  Military  member.  De¬ 
partment  of  Dcfense(DOD)  civilian  employee,  and  adult  dependent 
acting  for  military  member  submitting  a  housing  discrimination 
complaint. 

Categories  of  records  in  the  system:  The  record  consists  of  Com¬ 
plaint  in  Discrimination  of  off  base  housing  and  supporting  docu¬ 
ments  submitted  to  the  base  level  housing  referral  oHice  alleging  a 
housing  discrimination  complaint,  case  files,  reports  of  investiga¬ 
tion,  and  related  correspondence. 

Antbortty  for  maintenance  of  the  system:  I0USC80I2,  42USC1982, 
and  10USC133 

Routine  nses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  copies  held 
at  base,  MAJCOM,  and  Headquarters  United  States  Air  Force  (HQ 
USAF)  as  a  historical  record  of  all  actions  taken  in  response  to 
each  housing  discrimination  complaint.  Information  used  by  Air 
Force  officials,  at  all  levels,  to  respond  to  Congressional,  HUD, 
Department  of  Justice  (DOJ),  or  related  inquiries  pertaining  to  the 
housing  discrimination  complaint.  Original  record  sent  to  HUD  with 
an  information  copy  to  DOJ  for  their  action  in  support  of  existing 
laws. 

Policict  and  practices  for  storing,  retrieviBg,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievahility:  By  Installation  and  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s).and  address:  Deputy  Chief  of  Staff/Programs 
and  Resources,  Headquarters  United  States  Air  Force.  Washington, 
D. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

and  individuals  may  contact  agency  officials  at  the  respective 
base  level  housing  referral  office  in  order  to  dxercise  their  rights 
under  the  Act. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

and  individuals  may  contact  agency  officials  at  the  respective 
base  level  housing  referral  office  in  order  to  exercise  their  rights 
under  the  Act. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Individual's  voluntary  application,  wit¬ 
nesses  of  alledged  incident,  and  other  sources  pertinent  to  alledged 
incident. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  S32a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F030t5  PRENC  B 

System  name:  Off-Base  Housing  Referral  Service 

System  location:  Base  Level  Housing  Referral  Offices;  Major 
Command/DEHH;  Deputy  Chief  Of  .Staff,  Programs  and 
Resources. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Military  member. 
Department  of  Defense  (DOD)  civilian  employee  requesting  off- 
base  housing,  and  civilian  landowner  or  agent  listing  facilities  for 
rent. 

Categories  of  records  in  the  system:  Off-Base  Housing  Applica¬ 
tion,  and  Notification  of  Housing  Selection.  Data  includes:  name, 
grade,  address,  family  composition,  age,  housing  requirements,  and 
housing  selected.  Detailed  Sales/  Rental  Listing.  Form  completed 
by  civilian  landowner  or  agent.  Data  includes:  name,  address, 
details  on  rentals  listed,  and  nondiscriminatory  assurances. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code  •  Armed  Forces,  Chapter  803,  Department  of  the  Air  Force, 
Section  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Match  housing  desires 
with  rentals  listed.  Used  by  base  housing  officials,  military  person¬ 
nel  and  authorized  civilians  to  locate  housing  matching 
needs/desires.  Identifies  type  of  housing  selected  by  incoming  per¬ 
sonnel  and  used  by  base  housing  officials  to  monitor  availability  of 
off-base  housing,  housing  selected,  and  individual’s  satisfaction 
with  housing  referral  service  provided.  Referred  to  DOJ  and  HUD, 
if  required  by  them  in  processing  a  housing  discrimination  com¬ 
plaint.  Used  by  AF  officials  to  respond  to  inquiries  on  individual 
member’s  housing  situation. 

Policica  and  practices  Jor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievahility:  Filed  by  Name. 

And  installation 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  addrem:  Deputy  Chief  of  Staff /Programs 
and  Resources,  Headquarters  United  States  Air  Force.  Washington, 
D. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Or  individuals  can  contact  the  Housing  Referral  Office  at  the 
base  at  which  they  completed  the  applicable  forms  in  order  to  exer¬ 
cise  their  rights  under  the  Act. 

Record  access  procedures:  Same  procedures  as  for  notification 
above. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individuaf  voluntary  application. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03005  PRENC  C 

System  name:  Base  Housing  Management 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 
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PRIVACY  ACT  ISSUANCES 


At  headquarters  of  major  commands  and  at  aD  levels  down  to 
and  including  Air  Force  instaHationt.  Official  mailiag  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Categories  of  iadhrlduals  covered  1^  the  system:  Categories  of  in¬ 
dividuals  on  whom  records  are  maintained:  AH  Military  members 
desiring  base  family  housing  and  eligible  Department  of  Defense 
(DOD)  civilian  employees. 

Categories  of  records  la  the  system:  Categories  of  records  and 
description  of  data  maintained  in  system:  'Applkatioa  for  and  As¬ 
signment  to  Military  Family  Housing’,  contains  the  foHowing  data: 
Name,  address,  rank.  Social  Security  Account  Number  (SSAN), 
Service  data,  family  composition,  and  other  information  such  as 
health  problems.  Other  supporting  documents-quaiters  condition  in¬ 
spection  reports,  assignment  orders,  etc. 

Authority  for  maiatcnaace  of  the  system:  Title  10,  United  States 
Code  -  Armed  Forces,  Chapter  803  Department  of  the  Air  Force 
Section  8012. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  nsers  and  the  purpuoos  of  snch  naes:  Used  to  apply  for  family 
housing  and  provide  information  upon  which  eligibility  can  be 
determined.  Used  by  base  housing  officials.  To  respond  to  Congres¬ 
sional,  Inspector  General,  and  other  inquiries  on  an  individual  basis 
pertaining  to  family  member’s  bousing  situation. 

Policies  and  practices  far  staring,  retrieving,  accessing,  rctainiag, 
and  (Uspasing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetiievablHty:  Filed  by  Name. 

And  installation 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoiKs)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Advance  applications  are  retained  by  los¬ 
ing  activity  and  destroyed  after  six  months.  Applications  received 
by  gaining  activities  are  destroyed  one  year  ^ter  termination  of 
quarters.  Applications  are  destroyed  by  tearing,  burning,  pulping, 
shredding  or  macerating. 

System  managerts)  and  addrem:  Deputy  Chief  of  Staff/Programs 
and  Resources,  Headquarters  United  States  Air  Force.  Washington, 
D. 

Nudflcatiea  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

or  individuals  may  contact  agency  officials  at  the  Base  Housing 
Office  at  the  installation  at  which  he  completed  the  applicable  form 
or  the  installation  which  will  be  providing  military  family  housing. 

Record  aceem  procedures:  Same  procedures  as  for  notification 
above. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtain  from  individual’s 
voluntary  application. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03«aS  02  ALSA 

System  name:  On/Off-Base  Housing  Records 

System  location:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

Categories  of  Individnals  covered  by  the  system:  Military  members 
seeking  advance  applications  for  housing  both  incoming  and  outgo¬ 
ing.  On-base  applications.  Quarters  condition  reports  and  assign¬ 
ment/termination  of  family  housing.  Application  for  Veteran  Ad¬ 
ministration  loans. 

Categories  of  records  In  the  system:  Record  contains  Quarters 
Condition  Inspection  Report,  Re^  Property  Maintenance  Request, 
and  Application  for  and  assignment  to  military  housing. 

Authority  for  malntenaace  of  the  system:  10  USC,  Section  977S, 
Quarters  Assignment  Guidance. 


Routine  uses  of  roeords  maintained  In  the  system,  iaelndi^  catego¬ 
ries  of  users  and  the  pnrpoocs  of  such  uses:  To  record  pertinent  data 
requked  to  assign  and  terminate  family  housing,  report  noted  defi¬ 
ciencies  in  area  of  housing  occupants  responsibility,  status  of  wait¬ 
ing  list  and  listing  of  personnel  occupying  quarters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Rctricvabllity:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  addrem:  Deputy  Chief  of  Staff/Systems 
and  Logistics,  Headquarters  United  States  Air  Force. 

NotWeatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Send  full  name. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  derived  from  member’s 
Permanent  Change  of  Station  Orders,  Quad  Leaders  reports,  and 
any  other  information  voluntarily  given  by  each  applicant. 

Systems  exempted  from  certain  provUons  of  the  act:  NONE 
F03007  OQPTFLB 

System  name:  Visiting  Officer  quarters-transient  airman  quarters 
reservation.  - 

System  location:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

Categories  of  individnals  covered  by  the  system:  Personnel  re¬ 
gistering  to  obtain  a  room  for  the  duration  of  visit. 

Categories  of  records  In  the  system:  Registration  of, transient  per¬ 
sonnel  into  quarters. 

Authority  for  maintenance  of  the  system:  44-USC3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  snch  ascs:  To  register  occupants  of 
base  transient  quarters.  Used  by  Commander  to  charge  for  billeting. 

Policies  and  practices  for  storlag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  FDed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  manager(s)  and  addrem:  Deputy  Chief  of  Staff /Personnel, 
Headquarters  United  States  Air  Force. 

Washington,  DC.,  22030.. 

NotifIcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

FuH  name  and  social  security  number  required  for  inquiries. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  prot^urm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  individual  registering. 

Systems  exempted  from  certain  provWons  of  the  act:  NONE 
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FO3403  DPMSP  A  > 

SyitciB  nine:  Nonappropriated  Fund  (AF  NAF)  Employee  In* 
(urance  and  Benefits  System  File. 

System  location:  Air  Force  installation  nonappropriated  fund  in¬ 
strumentalities  (NAFIs)  and  central  civilian  personnel  offices  and 
the  Air  Force  Military  Personnel  Center,  Directorate  of  Morale, 
Welfare,  and  Recreation,  Randolph  Air  Force  Base,  Texas  78148. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  indhriduals  covered  by  the  system:  Regular  full-time 
and  regular  part-time  AF  NAFI  employees  compose  AF  NAF 
Group  Life  and  Health  Insurance  Program;  regulv  full-time  AF 
NAFI  employees  compose  AF  NAFI  Retirement  Program;  informa¬ 
tion  on  AF  NAFI  civilian  employees  who  sustain  job  related  ill¬ 
nesses  or  injuries  is  in  Workmen’s  Compensation  Program. 

Categories  of  records  in  the  system:  Group  Life  and  Health  In¬ 
surance  Program  File,  Retirement  Program  File,  and  Workmen’s 
Compensation  Claim  File,  all  of  which  consist  of,  but  are  not 
limited  to,  the  following:  applications  and/or  waivers  of  participa¬ 
tion;  notices  of  change  of  beneficiary;  notices  of  termination  of 
eligibility,  disability  and  death;  evidence  of  age  and  qualification 
for  benefits;  applications  for  retirement;  elections  to  reinstate  prior 
participation  and  survivor  annuities;  Social  Security  earnings  data; 
employer  certification  of  coverage;  hospitalization  and  claims 
forms;  reports  of  accident  or  occupational  illness;  medical  reports; 
payment  forms;  personal  historical  information  as  well  as  any  per¬ 
tinent  correspondence. 

Autborily  for  maintenance  of  the  system:  10  U.S.C.  8012;  44 
U.S.C.  3101;  5  U.S.C.  8171-8173  for  Workmen’s  Compensation 
Claim  FUe;  and  E.O.  9397,  23  Nov  1943. 

Routine  nscs  of  records  malatalacd  in  the  system,  Incindiag  catego¬ 
ries  of  nsers  and  the  parpooes  of  such  nscs:  Ptovides  information  for 
the  administration  of  the  programs,  to  determine  eligibility  and  pay 
benefits  due.  It  is  used  in  statistical  and  actuarial  evaluations  of  the 
programs.  The  information  in  the  system  is  used  by  commercial 
concerns  in  actuarial  evaluations,  determination  of  eli^bility,  deter¬ 
mination  and  payment  of  amount  of  benefit  payments  due;  and  pol¬ 
icy  administration.  It  may  be  used  by  any  Department  of  Defense 
component  or  any  part  thereof,  and,  upon  request,  by  other 
Federal,  state,  and  local  governmental  agencies  in  the  pursuit  of 
their  ofHcial  duties.  It  may  also  be  used  for  other  lawful  purposes 
including  law  enforcement  and/or  litigation.  The  Workmen’s  Com¬ 
pensation  Claim  File  provides  infoimdtion  as  required  by  law  to  the 
Department  of  Labor  for  use  to  assure  compliance  with  statutory 
requirements.  (The  information  is  used  to  insure  compliance  with 
appli-  cable  laws  and  adjudicate  and  pay  claims. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  in  microfilm  jackets. 

Rctricvability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safegnards:  Records  are  controlled  by  personnel  screening. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  USAF  NAF  Life  and  Health  Insurance 
Program  and  USAF  NAR  Retirement  Program:  At  installation 
level;  retired  to  National  personnel  Records  Center,  St.  Louis, 
MO.,  upon  employees  separation,  depth,  or  retirement.  NAF 
Retirement  Program  at  Headquarters  Air  Force  level,  retained  for  a 
minimum  of  20  years  upon  an  employee’s  withdrawal  from  the  pro¬ 
gram.  USAF  NAF  Workmen’s  Compensation  Program:  At 
Headquarters  Air  Force  level  retained  for  3  years  after  file  is 
closed,  then  retired  to  National  Personnel  Records  Center  for  IS 
additional  years,  and  then  destroyed.  For  all  systems,  eventual 
disposal  occurs  by  shredding,  pulping,  and  macerating. 

System  managcr(s)  and  address:  Assistant  Deputy  Chief  of  Staff, 
Personnel,  for  Military  Personnel,  Air  Force  Military  Personnel 
Center  (DPMSP),  Randolph  Air  Force  Base,  Texas  78148. 

NotifkatioB  procedure:  Requests  should  be  addressed  initially  to 
civilian  personnel  office  at  installation  of  employment  of  individual 
making  request.  If  requested  information  is  not  available,  contact 
systems  manager.  Give  name  and  social  security  number  (and  date 


of  accident  or  injury  if  related  to  Workmen’s  Compensation  claim). 
For  inquiries  in  person,  contact  central  civilian  personnel  office  at 
installation  of  employment  and/or  Air  Force  Military  Personnel 
Center  (DPMSP),  Randolph  Ah  Force  Base,  Texas,  78148.  Means 
of  verification:  name,  social  security  number,  governmental 
identification  card,  vehicle  driver’s  license  or  other  acceptable 
identifying.document. 

Record  access  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individuals  and  their  survivors  and 
beneficiaries;  Department  of  Labor,  Social  Security  Administration 
and  any  individual  in  a  position  to  verify  relevant  information. 

Information  obtained  from  previous  employers. 

Information  obtained  from  medical  institutions. 

Systems  exempted  from  certain  provWons  of  the  act:  NONE 
F03S01  AFDPG  O 

System  name:  03501  AFDPG  O  General  Officer  Personnel  Data 
System 

System  location:  Headquarters  United  States  Air  Force,  Washing¬ 
ton  DC  20330.  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Active  Duty/Air 
National  Guard/Reserve  General  Officers 

Categories  of  records  in  the  system:  Promotion  board  data,  effec¬ 
tiveness  reports,  ’Career  Brief’  data  and  cards.  Officers  Personnel 
Record,  Photos,  Award/Decoration  citations,  biographies,  letters  of 
appreciation, retirement  letters,  dependent  data,  promotion  orders, 
assignment  orders,  assignment  preference  data  ,  demotion  data, 
frocking  letters,  case  studies,  training  points  sum  (Air  National 
Guard/Reserve  only),  language  data,  and  education  data;  and 
USAFR  and  Colonels  filling  General  Officer  position  listings. 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code  -  AYmed  Forces,  Chapter  803,  Department  of  the  Air  Force, 
Section  8012  and  Chapter  80S,  The  Air  Force  Staff,  Sections  8032 
and  8034.  TiUe44USC  3101. 

Routine  ases  of  records  maintained  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Promotions,  assignment 
nominations/worksheets,  retirements,  congressional  inqui¬ 
ries/responses,  statistical  analysis,  force  structure  policies  and  his¬ 
tory  and  strength  history  .career  administration/planning,  career 
profiles.  Memorandums  for  Record  affecting  actions  taken  on 
general  officers,  vacancy  lists,  array  of  general  officers  by  tempo¬ 
rary/permanent  grade  and  mandatory  retirement  date,  seniority 
lists,  retirement  lists,  personnel  information  is  disclosed  as  directed 
to  agencies  within  Oiffice  of  the  Secretary  of  Defense  and  Office  of 
Management  and  Budget,  The  Office  of  the  President  and  The  Con¬ 
gress. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  systen\: 

Storage:  Maintained  in  visible  file  binders/cabinets/safes. 

Retrievability:  Most  records  are  retrieved  by  last  name  and/or 
grade.  Case  studies,  statistical  analyses,  promotion  board  results, 
congressional  inquiries  and  responses  are  retrieved  by  topic  by  year 
of  action. 

Safeguards:  Access  to  these  records  is  given  only  to  the  Chief  of 
Staff,  Deputy  Chief  of  Staff/Personnel,  Assistant  for  General  Of¬ 
ficer  Matters,  Chief  of  Air  Force  Reserve,  Chief  National  Guard 
Bureau,  and  Air  Reserve  Personnel  Center/Director  of  Reserve 
Record/DPFR;  and  RAND  Corporation,  and  the  assigned  of¬ 
ficers/noncommissioned  officers  and  civilian  and  clerical  help, 
totaling  approximately  20  people.  Security  procedures,  equivalent 
to  the  security  required  for  Confidential  and  Secret  data,  are  em¬ 
ployed. 

Retention  and  disposal:  Records  are  maintained  until  retirement 
of  the  officer  involved.  Case  studies,  statistical  analyses,  promotion 
board  results,  promotion  ballots,  vacancy  lists,  spread  sheets, 
seniority  lists,  retirement  lists  have  been  maintain^  since  their 
respective  creation. 

System  managerfs)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 
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PRIVACY  ACT  ISSUANCES 


NoUfkatioa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  An  individual’s  full  name  Social 
Security  Number  active  duty  grade  wiU  be  needed  to  process  writ¬ 
ten  requests.  An  individual  may  visit  the  Pentagon.  Room  4E2I2. 
the  Office  of  Assistant  for  General  Officer  Matters,  Headquarters 
United  States  Air  Force  (HQ  USAF/DPG),  to  obtain  the  informa¬ 
tion.  A  requester  must  present  his  Military  Identification  Card 
\shcn  appearing  in  person  and  requesting  personal  information. 
When  requesting  personal  information  in  writing,  the  requester 
must  have  his  request  notarized. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Most  records  will  be 
released  upon  request;  however  any  record  the  release  of  which  is 
questionable  in  the  view  of  the  Assistant  for  General  Officer  Mat¬ 
ters,  will  be  cleared  (or  release  by  the  HQ  USAF  DCS  Personnel 
before  it  is  finally  released  to  the  individual. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Personnel  Data  Base,  Member,  Inspec¬ 
tor  General  Investigations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  AFDPG  Z 

System  name:  03501  AFDPG  Z  General  Officer  Personnel  Data 
System 

System  location:  Headquarters  United  States  Air  Force.  Washing¬ 
ton  DC  20330.  Air  Force  Military  Personnel  Center,  Randolph  Air 
Force  Base,  TX  78148.  Air  Reserve  Personnel  Center,  7300  East 
First  Avenue,  Denver,  CO  80280. 

Categories  of  Individuals  covered  by  the  system:  Retired  Active 
Duty  General  Officers  and  Retired  Air  National  Guard 
(ANG)/Reserve  General  Officers. 

Categories  of  records  in  the  system:  Promotion  Board  Data; 
’Career  Brief’  Data/Cards;  Forms  11;  Photographs;  Biographies; 
Retirement  Letters;  Dependent  Data;  Education  Data;  Promotion 
Orders;  Assignment  Orders;  Demotion  Data;  Frocking  Letters; 
Case  Studies;  Language  Data. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code  (USC),  Armed  Forces.  Chapter  805,  The  Air  Staff,  Section 
8032. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Individual  Queries; 
Precedent  Actions;  Statistical  Analyses  of  Historical  Nature;  As¬ 
signment  Nominations/Worksheets;  Congressional  Inquiries  and 
Responses;  Memorandums  for  Record  Affecting  Actions  Taken  on 
General  Officers;  Career  Profiles;  Vacancy  Lists;  Array  of  General 
Officers  by  Temporary/Permanent  Grade  and  Mandatory  Retire¬ 
ment  Date;  Seniority  Lists;  Retirement  Lists. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets  card  files. 

Retrievabillty:  Most  records  are  retrieved  by  last  name  and/or 
grade.  Case  studies,  statistical  analyses,  promotion  board  results. 
Congressional  inquiries  and  responses  are  retrieved  by  topic  by 
year  of  action. 

Safeguards:  Access  to  these  records  is  given  only  to  the  Chief  of 
Staff,  Deputy  Chief  of  Staff  (DCS)/Personnel,  Assistant  for 
General  Officer  Matters,  Chief  of  Air  Force  Reserve,  Chief  Na¬ 
tional  Guard  Bureau,  and  Rand  Corporation,  and  the  assigned  of- 
ficers/Noncommissioned  Officers  (NCOs)  and  civilian  and  clerical 
help,  totaling  approximately  20  people.  Assistant  for  General  Of¬ 
ficer  Matters  (DPG).  Military  Personnel  Center/Records  Main¬ 
tenance  Branch  (MPC/DPMDRR)  and  Air  Reserve  Personnel 
Center/Director  of  Personnel  Actions  (ARPC/DPAAR)  are  the  only 
offices  in  the  Air  Force  where  this  data  could  be  maintained. 
Security  procedures  employed  by  DPG  are  equivalent  to  the  securi¬ 
ty  required  for  Confidential  and  Secret  data. 

Retention  and  disposal:  Retired  4-star  General  Officer  records  are 
mamtained  indefinitely;  Retired  1,  2  and  3-star  General  Officer 
records  are  retained  for  3  years,  reviewed  to  determine  if  there  are 
any  materials  of  historical  value  which  warrant  indefinite  retention 
-  if  not,  they  are  destroyed  by  tearing  into  pieces,  shredding,  pulp¬ 
ing  or  macerating. 

System  maaager(s)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 


Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  An  individual’s  full  name  Social 
Security  Number  (SSN)  active  duty  grade  will  be  needed  to  process 
written  requests.  An  individual  may  visit  the  Pentagon.  Room 
4E2I2,  The  Office  of  the  Assistant  for  General  Officer  Matters,  to  > 

obtain  the  information.  A  requester  must  present  his  Military  j 

Identification  (ID)  card  when  appearing  in  person  and  requesting  in-  j 

formation.  When  requesting  personal  information  in  writing,  the 
requester  must  have  his  request  notarized. 

Record  access  procedures:  An  individual  may  obtain  access  to  his 
records  by  either  writing  Headquarters  United  States  Air 
Force/Assistant  for  General  Officer  Matters  (HQ  USAF/DPG)  - 
The  Pentagon  or  by  appearing  in  person  and  requesting  the  infor¬ 
mation.  Most  records  will  be  released  upon  request;  however,  any 
record,  the  release  of  which  is  questionable  in  the  view  of  the 
Assi%tant  for  General  Officer  Matters,  will  be  cleared  for  release  by 
the  HQ  USAF/DCS  Personnel  before  it  is  finally  released  to  the  in- 
dividu^. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Personnel  Data  Base;  Member;  Inspec¬ 
tor  General  (IG)  Investigations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  AFDPO  U 

System  name:  Office  File 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
colonels  (grade  0-6)  and  former  active  duty  colonels  (grade  0-6),  i 

who  have  retired,  and  who  have  been  retired  for  12  months  or  less.  { 

Categories  of  records  in  the  system:  Official  photograph;  Air 
Force  <AF)  Form  90,  Officer  Career  Objective  Statement;  Copies 
of  correspondence  generated  by  Assistant  for  Colonels'  Assign¬ 
ments,  Deputy  Chief  of  Staff,  Personnel,  Headquarters  United 
States  Air  Force  (HQ  USAF/DK))  pertaining  to  the  subject  of  the 
file.  Memoranda  of  conversations  with  the  subject  of  the  file.  Cor¬ 
respondence  received  by  HQ  USAF/DPO  pertaining  to  the  subject 
of  the  file.  Memoranda  of  assignment-related  personnel  actions 
contemplated/completed  on  the  subject  of  the  file. 

Authority  (or  maintenance  of  the  system:  Title  10  United  States 
Code  -  Armed  Forces  Chapter  803,  Department  of  the  Air  Force, 

Section  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assignment  considera¬ 
tions. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rotary  File  Bins  (Lectriever) 

Retricvabilhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  until  first  anniversay  of  effec¬ 
tive  date  of  retirement/separation  from  USAF  of  the  subject  of  the 
file,  at  which  point  the  pffice  file  is  destroyed  by  burning. 

'  System  manager(a)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

And  in-person  request  from  the  subject,  upon  identification,  or 
written  (notarized)  request  from  the  subject. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  in-person  request  from  the  subject,  upon  identification,  or 
written  (notarized)  request  from  the  subject. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Subject  of  the  file  (Career  Objective 
Statements,  Photograph,  correspondence  with  HQ  USAF/DPO), 
HQ  USAF/DPO  personnel.  Air  Force  and  outside  agency  origina¬ 
tors  of  correspondence  relating  to  subject  of  the  file,  for  informa¬ 
tion  which  has/could  have  bearing  on  assignability  of  the  subject 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  AFREP  T 

System  name:  Files  on  General  Officers  and  Colonels  Assigned  to 
General  Officer  Positions 

System  locatioa:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Categories  of  fasdividuals  covered  by  the  system:  Reserve  General 
Officers  and  Reserve  Colonels  Assigned  to  General  Officer  Posi¬ 
tions 

Categories  of  records  In  the  system:  File  contains  resume  of 
civilian  and  military  experieneb,  correspondence  and  orders, 
records  Reserve  participation,  and  listings  with  personnel  data. 
Data  includes:  name,  grade.  Social  Security  Account  Number 
(SSAN),  Date  of  Birth  (DOB),  current  address,  telephone  numbers, 
education,  professional  military  education,  and  civilian  occupation. 
An  assignment  folder  is  also  used  for  initial  review  for  a  GO  posi¬ 
tion.  This  file  contains  a  copy  of  the  Air  Force  (AF)  Form  II,  last 
five  Officer  Effectiveness  Reports  (OERs).  When  reviewed  by  the 
Chief  of  Air  Force  Reserve,  a  record  of  the  personal  interview  and 
assignment  recommendations  are  included  with  the  file. 

Authority  fur  mahitcnaacc  of  the  system:  Title  10  United  States 
Code,  Armed  Forces  •  Chapter  803  Department  of  the  Air  Force, 
Section  8012  and  Chapter  2M5,  The  Air  Staff,  Section  8032 

Routine  uses  of  records  mainlaiucd  la  the  system,  lacludtng  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  These  documents  are 
maintained  for  initial  assignments,  reassignment  and  participation 
of  officers  assigned  to  Reserve  GO  positions,  and  to  determine 
qualifications  for  initial  and  continued  assignment  to  Reserve  GO 
positions. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rctricvabllity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Files  are  maintained  until  no  longer 
required  for  actions  relating  to  the  Reserve  GO  program  and  are 
then  destroyed  by  tearing  to  pieces,  shredding,  pulping,  macerating 
or  burning. 

System  managcr(s)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters* United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Air  Force  Forms,  Military  Personnel 
Records,  and  correspondence  generated  or  received  in  Personnel 
Division,  Air  Force  Reserve,  Headquarters-,  United  States  Air 
Force  (HQ  USAF/REP). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  ASGPS  R 

System  naase:  03301  ASGPS  R  Medical  Opinions  on  Board  for  Cor¬ 
rection  of  Air  Force  Military  Records  Cases  (BCMR) 

System  location:  AFMPC/SG,  Randolph  AFB,  Texas  78148. 


Categories  of  individuals  covered  hy  the  system:  Files  are  main¬ 
tained  on  individuals  making  application  to  the  Air  Force  Board  for 
Correction  of  Military  Records  on  which  a  medical  opinion  has 
been  rendered. 

Categories  of  records  in  the  system:  Contains  a  copy  of  the  medi¬ 
cal  advisory  opinion  rendered  on  Air  Force  Board  for  Correction  of 
Military  Records. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catigo- 
ries  of  users  and  the  purposes  of  such  uses:  Afford  a  historical 
reference,  by  name,  to  previous  action  taken  regarding  a  specific 
BCMR  application. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders  in  unlocked  filing  cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  and  dbposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  AFMPC  Surgeon,  Randolph 
AFB,  Texas  70148. 

Notification  procedure:  Requests  from  individuals  should  be  ad- 
^  dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisions  of  the  act;  NONE 
F03501  DP  3 

System  name:  03S01  DP  3  Unit  Assigned  Personnel  Information  File 

System  location:  Air  Force  Units.  Headquarters  United  States  Air 
Force  and  major  command  headquarters.  Headquarters  of  major 
commands  and  at  all  levels  down  to  and  including  Air  Force  instal¬ 
lations. 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  personnel.  Air  Force  Reserve  and  Air  National  Guard  person¬ 
nel. 

Categories  of  records  in  the  system:  File  copies  of  separation  ac¬ 
tions,  newcomers  briefing  letters,  line  of  duty  determinations,  as¬ 
signment  actions,  retirement  actions,  in  and  out  processing 
checklists,  promotion  orders,  credit  unition  authorization,  discipli¬ 
nary  actions,  favorable/unfavorable  communications,  record  of 
counselings,  appointment  notification  letters,  duty  status  changes, 
applications  for  off  duty  employment  ,applications  and  allocations 
for  school  training. 

Authority  (or  maintenance  of  the  system:  10  United  States  Code 
8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  information  to 
unit  commanders/supervisors  for  required  actions  related  to  person¬ 
nel  administration  and  counseling,  promotion,  training,  separation, 
retirement,  reenlistment,  medical  examination,  testing,  assignment, 
sponsor  program,  duty  rosters,  and  off  duty  activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders,  note  books/binders,  and  card 
files. 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.-  Records  are  stored  in  locked 
cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation;  most  records  are  transient  in  nature  and  are  main- 
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Uined  only  at  long  at  required  to  fulfill  their  management  purpote 
or  until  tuperteded,  then  given  to  the  individual  or  dettroyed  by 
thredding,  pulping,  macerating  or  burning. 

Syttcm  maaagcrft)  and  addrot:  Deputy  Chief  of  Staff/Personnel, 
Headquartert  United  Statet  Air  Force.  Washington  D.C.  20330 

NotifkatloB  procedure:  Inquries  from  individualt  thould  be  ad¬ 
dressed  to  the  respective  unit  commander  or  supervisor  who  main¬ 
tains  the  records  in  order  to  exercise  their  rights  under  the  Act. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  resp^tive  unit  commander  or  supervisor  who 
maintains  the  records  in  order  to  exercise  their  rights  under  the 
Act.  Mailing  addresses  are  contained  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Air  Force’s  Systems  Notice. 

Contcstiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual  concerned,  financial  institutions,  educational  institutionem- 
ployees,  medical  institutions,  police  and  investigating  officers,  bu¬ 
reau  of  motor  vehicles,  witnesses,  reports  prepared  on  behalf  of 
the  agency,  standard  Air  Force  forms,  personnel  management  ac¬ 
tions.  extracts  from  the  Advanced  Personnel  Data  System  (ADPS) 
and  records  of  personal  actions  submitted  to  or  originated  within 
the  organization. 

Systems  exempted  from  ccrtalu  provisions  of  the  act:  NONE 
F03S01  DPMAK  J 

System  aame:  Separation  Case  Files  (Officer  and  Airman). 

System  tocathm:  At  Air  Force  Military  Personnel  Center.  Ran¬ 
dolph  Air  Force  Base.  TX  78148. 

At  National  Personnel  Records  Center.  Military  Personnel 
Records.  9700  Page  Boulevard.  St.  Louis.  MO  63132. 

Duplicate  copies  may  be  retained  temporarily  at  each  level 
requiring  review  or  action  on  the  case. 

Categories  of  iudividuais  covered  by  the  system:  Officers  and  air¬ 
men  who  have  requested  voluntary  separation  or  who  have  been 
recommended  for  involuntary  separation. 

Categories  of  records  la  the  syttcm:  Member’s  application,  or 
letter  from  commander  initiating  separation  action  with  indorse¬ 
ments,  supporting  documents,  and  record  of  final  action  taken.  If 
congressional  inquiry  involved,  request  for  information  and  reply 
provided  is  also  filed  by  those  offices  involved. 

Aathority  for  maintcaaace  of  the  system:  Title  10,  United  States 
Code  (USC)  Armed  Forces  -  Chapter  S9  •  Separation.  Section  1161. 

Routine  uses  of  records  maintained  ia  the  system,  iaclading  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  original  copy  is 
retained  as  a  permanent  record  of  action  taken.  The  duplicate  co¬ 
pies  are  retained  to  provide  a  temporary  record  of  actions  being 
taken  for  responding  to  inquiries  concemug  the  status  of  a  particu¬ 
lar  case.  OccasionaUy,  a  case  file  is  retained  as  a  precedence  file 
for  later  reference  in  revising  separation  directives. 

Policies  and  practices  (or  storiag,  rctiicviBg,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

At  National  Personnel  Records  Center.  Cases  are  fOed  with 
Master  Personnel  Records.  Transitory  copies  are  filed  alphabeti¬ 
cally  by  general  subject  categories,  i.e.,  involuntary  officer  separa¬ 
tions,  involuntary  airman  separations,  etc. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

File  cabinets  and  power  files  are  secured  during  non-duty  hours. 

RctcutloB  and  dispoMi:  Master  copies  are  retained  permanently. 
Temporary  files  are  disposed  of  within  six  months  after  final  action 
is  taken.  Files  are  disposed  of  by  shredding. 

System  maaagerts)  aad  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Nottficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 


■acurd  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Caatestlng  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member’s  application,  or  correspon¬ 
dence  from  unit  commander’s  initiating  separation  action. 

Systems  exempted  from  certain  provisioBs  of  the  act:  NONE 
F03501  DPMAKEI 

System  name:  Absentee  and  Deserter  Information  Files 

System  locatloa:  At  Air  Force  Mihtary  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  consolidated  base  personnel  offices  only.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendix 
to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  active  duly 
personnel  who  are  or  have  been  in  absentee  status  more  than  10 
days  or  in  deserter  status. 

Categories  of  records  in  the  system:  Absentee  Wanted  by  the 
Armed  Forces  forms;  copy  of  unit  commander’s  initial  and  follow- 
on  Report  of  Inquiry.  Includes  information  concerning  circum¬ 
stances  surrounding  the  unauthorized  absence  and  attempts  to 
locate  the  individual;  Federal  Bureau  of  Investigation  (FBI)  and  Of¬ 
fice  of  Special  Investigations  (OSI)  reports  or  extracts  therefrom 
are  included  in  some  case  files;  correspondence  administratively 
classifying  the  individual  as  a  deserter,  if  appropriate;  Report  of 
Return  of  Absentee  Wanted  by  the  Armed  Forces  forms. 

Authority  (or  maiatenaacc  of  the  system:  Title  10,  United  States 
Code  (USC)  Armed  Forces  •  Chapter  47  •  Uniform  Code  of  Milita¬ 
ry  Justice,  Actions  885,  886  and  887. 

Routiac  BSCS  of  records  maintained  .in  the  system,  iaclading  catego- 
riea  of  aaers  and  the  purposes  of  such  uses:  ^ovides  documentation 
and  reference  source  for  the  administration  of  individuals  absent 
without  leave  for  more  than  10  days  and  individuals  administrative¬ 
ly  classified  as  deserters.  Used  as  basis  for  preparing  statistical  re¬ 
ports  required  by  DOD  for  reports  provided  managers  of 
unauthorized  absentee  programs,  e.g..  Major  Commanders,  and  for 
promptly  reporting  changes  in  individual’s  status  to  military  and 
civil  law  enforcement  agencies  to  facilitate  apprehension. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  la  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retcatioa  aad  disposal:  Files  are  destroyed  6  months  after  the 
member  is  returned  to  military  control.  Files  are  destroyed  by 
shreading. 

System  maBagcr(s)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnerfor  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  procedure:  During  the  period  of  unauthorized 
absence,  no  procedures  exist  for  notifying  individuals  that  an  Ab¬ 
sent  Without  Leave  (AWOL)/Deserter  file  is  maintained  on  them 
unless  address  provided  by  requestor.  Subsequent  to  the  member’s 
return  to  military  control 

Requests  from  individuals  should  be  addressed  to  the  Systems 
Manager,  or  contact  agency  officials  at  each  respective  location  to 
exercise  rights  under  the  Act. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  tfie  Systems  Manager. 

or  contact  agency  officials  at  each  location  to  exercise  rights 
under  the  Act. 

Coatestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 
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Record*  source  categories:  Unit  Commanders,  Central  Base  Per¬ 
sonnel  Office  representatives,  military  and  civilian  law  enforcement 
officials,  and  anyone  who  may  report  information  concerning  an 
absentee  wanted  by  the  Armed  Forces. 

Systems  exempted  from  certain  provblons  of  the  act:  NONE 
F03S01  DPMAO  K 

System  name:  Officer  Effectiveness  Report  (OER)/Airman  Per- 
formdnce  Report  (APR)  Appeal  Case  Files. 

System  locatkm:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  headquarters  of  the  major  commands  and  separate  operating 
agencies.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force's  systems 
notice. 

At  headquarters  of  major  subordinate  commands  and  numbered 
Air  Forces.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force's  systems 
notice. 

Washington  National  Records  Center,  Washington  DC  20409. 

Categories  of  iadlviduals  covered  by  the  system:  Officers  and  air¬ 
men;  active  duty,  inactive  status,  reserve  status,  air  national  guard 
status,  and  discharged  officers  and  airmen  who  appeal  for  cor¬ 
rection  of  records. 

Categories  of  records  iu  the  system:  Copy  of  an  individual  applica¬ 
tion,  a  copy  of  the  Major  Command  (MAJCOM)  and/or  Con¬ 
solidated  Base  Personnel  Office  (CBPO)  recommendation  (as  ap¬ 
propriate).  and  correspondence  reflective  of  the  board's  decision  on 
the  case. 

Authority  tor  maiateaaace  of  the  system:  Title  10,  United  States 
Code  (USC)  Armed  Forces  Chapter  47  -  Uniform  Code  of  Military 
Justice.  Section  835;  Chapter  803  •  Department  of  the  Air  Force, 
Section  8012;  Chapter  805  -  The  Air  Staff,  Section  8032;  Chapter  • 
835,  Appointments  in  the  Regular  Air  Force,  Section  8303. 

Routiuc  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  answer  individual 
inquiries  concerning  a  particular  appeal  and.  at  the  Air  Force  Mili¬ 
tary  Personnel  Center  (AFMPC)  level,  as  a  basis  for  consideration 
in  preparation  of  Air  Staff  advisory  opinions  on  OER/APR  appeals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  tile  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievahiiity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  Cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Case  files  are  maintained  for  three  calen¬ 
dar  years  from  date  of  last  action  as  indicated  in  the  file,  then 
destroyed. 

System  maaager(s)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel.  Randolph  Air  Force  Base,  Texas 
78148.  • 

Notification  procedure:  Requests  from  Individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  recturd  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member's  application,  MAJCOM  and/or 
CBPO  recommendations,  and  correspondence  reflective  of  the  ap¬ 
peal  board’s  decision,  and  when  applicable  Air  Staff  advisory 
opinions  furnished  the  Board  for  Correction  of  Military  Records 
(BCMR)  under  the  provisions  of  AFR  31-3. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  DPMAR 

System  name:  Disability/Non-disability  Retirements  Records 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 


Categories  of  individuals  covered  by  the  system:  Officers  and  air¬ 
men  processed  through  the  disability  system  and  on  the  Temporary 
Disability  Retired  List  (TDRL);  airmen  and  officers,  active  and 
retired,  who  inquire  or  who  are  the  subject  of  an  inquiry  concern¬ 
ing  disability /non-disability  retirement  status;  and  officers  and  air¬ 
men  who  have  requested  voluntary  retirement. 

Categories  of  records  in  the  system:  Duplicate  copies  of  medical 
histories.  Secretarial  determinations,  retirement  forms,  routine  cor¬ 
respondence  files,  case  files,  disability  retain  folders,  TDRL  punch 
card  data  files. 

Authority  for  maintenance  of  the  system:  Title  K),  United  States 
Code,  Armed  Forces  -  Chapter  33,  Appointments  in  Regular  Com¬ 
ponents  Section  564  -  Chapter  59.  Separation.  Sections  1164  and 
1166;  Chapter  61,  Retirement  or  Separation  for  Physical  Disability; 
Chapter  63,  Retirement  for  Age,  Section  1263;  Chapter  65.  Retire¬ 
ment  for  Length  of  Service,  Sections  1293  and  1303;  Chapter  835, 
Appointments  in  the  Regular  Air  Force,  Section  8303;  Chapter  859, 
Separation  from  Regular  Air  Force  for  Failure  to  Meet  Standards, 
Sections  8786  and  8796;  Chapter  865,  Retirement  for  Age,  Sections 
8883,  8884,  8885,  8886;  Chapter  867,  Retirement  for  Length  of  Ser¬ 
vice.  Sections  89U,  8913,  8915.  8916,  8918.  8921,  8922,  8923  and  8924. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  provide  informa¬ 
tion  on  retirement  cases  and  to  allow  appropriate  case  processing. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrievabilHy:  Filed  by  Name.  Filed  by  Social  Security  Account 
Number  (SSAN).  * 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Stored  in  secure  building. 

Retentioa  and  disposal:  Correspondence  files  are  retained  for  two 
years  after  end  of  year  case  was  closed  or  inquiry  responded  to; 
disability  retain  files  are  retained  for  90  days  after  case  is  finalized; 
case  files  are  retired  to  Master  Personnel  Records  Group  when  ser¬ 
vice  retirement  action  has  been  completed;  TDRL  punch  cards 
destroyed  when  member  is  removed  from  TDRL.  Disposal  is  by 
shredding  or  burning. 

System  managcr(s)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base.TX. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Correspondence  and  forms  generated  in 
Retirements  Division  (AFMPC/DPMAR),  military  hospitals,  HQ 
USAF  Surgeon  General  (H(}  USAF/SG),  Consolidated  Base  Per¬ 
sonnel  offices  and  Major  Air  Commands,  by  the  members  them¬ 
selves.  and  by  the  general  public  on  retirement  related  matters. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  DPMDQIA 

System  name:  03501  DPMDQIA  Military  Personnel  Records  System 

System  location:  Headquarters  United  States  Air  Force,  Washing¬ 
ton  DC  20330.  Air  Force  Military  Personnel  Center.  Randolph  Air 
Force  Base,  TX  78148.  Air  Reserve  Personnel  Center,  7300  East 
First  Avenue,  Denver,  CO  80280.  National  Personnel  Records 
Center,  Military  Personnel  Records,  9700  Page  'Boulevard,  St. 
Louis,  MO  63132.  Headquarters  of  the  major  commands  and 
separate  operating  agencies.  At  consolidated  base  personnel  offices 
and  other  installation  units.  At  State  Adjustment  General  Office  of 
each  respective  State,  District  of  Columbia  or  Commonwealth  of 
Puerto  Rico.  At  Air  Force  Reserve  and  Air  National  guard  units, 
official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  Appendix  to  the  Air  Force’s  Systems  Notice. 

Categories  of  iadividuals  covered  by  the  system:  Air  Force  active 
duty  military  personnel.  Officer  Correspondence  and  Miscellaneous 
Document  Group  (C&M)  at  Air  Force  Military  Personnel  Center 
(AFMPC);  Headquarters  United  States  Air  Force  (HQ  USAF) 
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SclectioB  Record  Group  (SR)  at  HQ  USAF  Assittant  for  General 
Officer  Mattera;  Retired  Air  Force  teDera)  officers.  Master  Person¬ 
ae!  Record  Group  (MPeRGp)  at  AFMPC;  active  duty  coloaels  at 
HQ  USAF,  Assistant  for  Senior  Officer  Manacement,  CAM  at 
AFMPC  Air  Force  active  duty  officer  personnel.  MPeRGp  at 
AFMPC  Officer  Comnaad  Seketioa  Reco^  Group  (OCSR)  at  the 
respective  major  command  or  separate  operating  agency.  Field 
Record  Group  (FRGp)  at  the  respective  Air  Force  base  of  assign¬ 
ment/servicing  Consolidated  Base  Personnel  Office  (CBPO);  Air 
Force  active  duty  enlisted  personnel.  MPeRGp  at  AFMPC,  FRGp 
at  respective  servicing  CBPO,  Senior  Noncommissioned  Officer 
(NCO)  Selection  Folder  at  the  respective  servicing  CBPO;  person¬ 
nel  in  Temporary  Disability  Retired  List  (TDRL)  status.  Missing  in 
Action  (MIA),  Prisoner  of  War  (POW),  Dropped  From  Rolls 
(DFR),  MPeRGp  at  AFMPC;  Reserve  oHicers  MPeRGp  at  Air 
Reserve  Personnel  Center  (ARPC),  OCSR  at  the  respective  Air 
Force  (AF)  major  command  (MAJ(?OM)  when  applicable,  FRGp  at 
the  respective  unit  of  assignment  or  servicing  CBPO  or  Con¬ 
solidated  Reserve  Personnel  Office  (CRPO);  Reserve  airmen 
MPeRGp  at  ARPC,  FRGp  at  the  respective  unit  of  assignment  or 
servicing  CBPO/CRPO;  Air  National  Guard  (ANGUS)  officers 
MPeRGp  at  ARPC,  OCSRat  the  respective  State  Adjutant  General  ' 
Office,  FRGp  at  the  respective  unit  of  assignment,  ANGUS  airmen 
MPerGp  at  the  respective  State  Adjutant  General  Office  FRGp  at 
the  respective  unit  of  assignment;  Retired  Air  Force  military  per¬ 
sonnel;  Discharged  personnel  MPeiGp  at  National  Personnel 
Records  Center  (NPRC);  Air  Force  Academy  cadets  MPerGp  at 
unit  of  assignment  CBPO. 

Categories  of  records  la  the  system:  Substantiating  documentation 
such  as  forms,  certificates,  administrative  orders  and  correspon¬ 
dence  pertaining  to  appointment  as  a  commissioned  officer,  warrant 
officer.  Regular  AF,  AF  Reserve  or  ANGUS;  enlist¬ 
ment/reenlistment/extension  of  enlistment;  assignment  Permanent 
Change  of  Station  (PCS)/Temporary  Duty  (TDY);  promo¬ 
tion/demotion;  identification  card  requests;  casuahy;  duty  status 
changes  -  Absent  Without  Leave  (AWOL)/MlA/roW/Missing/ 
Deserter;  military  test  administration/results;  service  dates;  separa¬ 
tion;  discharge;  retirement;  security;  training.  Precision  Measure¬ 
ment  Equipment  (PME),  On  The  Job  Training  (OIT),  Technical, 
General  Military  Training  (GMT),  commissioning,  driver;  academic 
education;  performance/effectiveness  reports;  records  corrections  - 
formal/informal;  medical  or  dental  treatment/examination;  fly¬ 
ing/rated  status  administration;  extended  active  duty;  emergency 
data;  line  of  duty  determinations;  human/personnel  reliability; 
career  counseling;  records  transmittal;  AF  reserve  administration; 
Air  National  Guard  administration;  board  proceedings;  personnel 
history  statements;  Veterans  Administration  compensations; 
disciplinary  actions;  record  extracts;  locator  information;  personal 
clotlwg/equipment  items;  passport;  classification;  grade  data; 
Career  Reserve  applications/cancellations;  traffic  safety;  Unit  Mili¬ 
tary  Training;  travel  voucher  for  TDY  to  Repubbe  of  Vietnam;  de¬ 
ponent  data;  professional  achievements;  Geneva  Convention 
cards;  drqg  abuse;  Federal  Insurance;  travel  and  duty  restrictions; 
Conscientious  Objector  status;  decorations  and  awards;  badges; 
Favorable  Communications  (colonels  only);  Inter-Service  transfers; 
pay  and  aOowances;  combat  duty;  leave;  photographs;  Advanced 
Personnel  Data  System  products; 

Aathnrity  far  malntcBaacc  of  the  system:  Title  44,  United  States 
Code,  Section  3101:  Records  Management  by  Federal  Agencies; 
Records  Management  by  agency  heads;  general  duties;  E.O.  9397. 

Routine  uses  of  records  mnIntniBrd  M  the  system,  Inclndlng  catego* 
ries  of  users  and  the  purposes  of  such  uses:  In  addition  to  satisfying 
the  Title  44  requirement  for  records  retention,  Mibtary  Personnel 
Records  are  utilized  at  all  levels  of  Air  Force  personnel  manage¬ 
ment  within  the  agency  for  actions/processes  related  to  procure¬ 
ment,  education  and  training,  classification,  assignment,  career 
development,  evaluation,  promotion,  compensation,  sustentation, 
separation  and  retirement.  Mditary  Personnel  Records  are  routinely 
utilized  outside  the  Air  Force  for  actions/processes  related  to  as¬ 
signment  or  transfer  to  other  services  or  joint  service  organizations; 
compensation  claims  submitted  to  Veterans  Administration  Re- 
gionM  Offices;  dependents  and  survivors  requesting  issuance  or 
determination  of  ebgibibty  for  identification  ca^  privileges; 
Civilian  Health  and  Medical  Program  of  the  Uniformed  Services 
(CHAMPUS)  ebgibibty  and  benefits  requests  •  copies  are  provided 
to  CHAMPUS,  Denver,  Colorado;  Immigration  and  NaturaUzation  • 
copies  are  provided  to  respective  local  Immigration  Office;  Unem¬ 
ployment  Compensation  Requests  •  verification  of  service  related 
information  provided  to  State  Unemployment  Compensation  (UCX) 


Office;  Vietnam  State  Bonus  •  infonnation  provided  to  respective 
local  State  offices;  Civd  Service  requests  for  verifkatioa  of  mUita- 
ry  service  for  beafits;  leave  or  Reduction  in  Force  (RIF)  purposes  • 
copies  provided  to  local  Civilian  Personnel  Office;  National  Ceme¬ 
tery  Burial/Headstone  cases  •  copies  provided  to  Superintendent 
National  Cemetery,  Army  Quartermaster  Corps,  Virginia;  World¬ 
wide  locator  inquiries  •  response  provided  to  legitimate  requests  in 
accordance  with  the  Freedom  of  Infonnation  Act;  Dual  compensa¬ 
tion  cases  involving  former  officers  •  provided  to  establish  Civil 
Service  employee  tenure  and  leave  accrual  rate;  Social  Security 
Retirement  Credit  Verification  •  verification  of  service  data  pro¬ 
vided  to  substantiate  appbeant's  credit  for  Social  Security  compen¬ 
sation;  Soldiers  and  SaOors  Civil  Rebef  Act  requests  •  verification 
of  service  •  related  information  provided  to  State  courts  in  civil  ac¬ 
tions;  Litigation  -  in  event  the  United  States,  its  officers  or  em¬ 
ployees  are  involved.  Changes  in  member's  official  records  regard¬ 
ing  name.  Social  Security  Account  Number,  date  or  place  of  birth 
or  home  of  record  •  required  information  provided  to  Director  of 
Selective  Service,  Federal  Bureau  of  Investigation,  and  Personnel 
Research  Division  of  the  Air  Force  Human  Resources  Laboratory 
at  Lackland  Air  Force  Base.  Texas.  Secretary  of  the  Air  Force 
Legislative  Liaison  releases  when  authorized  by  individual  con¬ 
cerned;  US  Department  of  Agriculture  for  investigative  and  audit 
procedures  ;US  Department  of  the  Treasury  for  Secret  Service  in¬ 
vestigations,  Coast  Guard  Activities  Bureaus  of  Customs.  Nar¬ 
cotics,  Engraving  and  Printing  and  Internal  Revenue  Service  for  of¬ 
ficial  activities;  US  State  Department,  Federal  Aviation  Agency  for 
background  investigations  of  employment  applicants;  Central  Intel¬ 
ligence  Agency  for  Investigations,  US  Postal  Service  for  Official 
Postal  Inspector  Duties,  (^neral  Services  Administration  for  In¬ 
vestigation  of  Incumbant  Employees;  Department  of  Justice  for  In¬ 
vestigations  conducted  by  the  Fedeiid  Bureau  of  Investigation  and 
Immigraton  and  Naturaliration  SmaU  Business  Administration  for 
Investigations  concerning  Loans.  National  Security  Agency  Review 
of  Records  for  Security  Investigations  United  States  Information 
Agency  for  Review  of  Records  for  Background  Investigations. 
United  States  Civil  Service  Commission  to  conduct  investigations 
either  by  personal  investigations  or  written  inquiry  to  determine 
suitabibty,  ebgibibty,  or  qualifications  of  individuals  for  Federal 
employment.  Federal  contracts,  or  access  to  classified  information 
or  restricted  areas.  Separation  information  provided  to  the 
Veteran's  Administration  and  Selective  Service  Agencies. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders  placed  in  metal  file  containers 
or  on  open  shelves.  Microfiche  placed  in  rotary  power  files;  com¬ 
puter  disk  resident  data  file  consists  of  Social  Security  Account 
Number  (SSN)  and  disk  location  of  the  associated  image  inderecord 
which  includes  document  data  describing  document  type,  date,  lo¬ 
cation.  and  number  of  pages  in  each  document. 

Rctricvabillty:  Infonnation  in  the  system  is  retrieved  by  last 
name,  first  name,  middle  initial  and  Social  Security  Number  (SSN). 
Records  stored  at  National  Personnel  Records  Center  Center  are 
retrieved  by  registi^  number,  last  name,  first  name,  middle  initial 
and  SSN.  Information  can  be  displayed  via  closed  circuit  television 
subsystem,  produced  on  a  dupbeate  microfiche,  or  paper  reproduc¬ 
tion. 

Safeguards:  The  prescribing  directive  for  the  Mibtary  Personnel 
Records  System  requires  those  records  to  be  stored  (after  duty 
hours)  in  a  locked  building,  room  of  filing  cabinets.  Access  is 
specifically  limited  to  those  personnel  designated  by  the  Con¬ 
solidated  Base  Personnel  Office  (CBPO)  Chief  and  those  provisions 
for  access  and  release  of  information  contained  in  Air  Force  Regu¬ 
lation  31-6. 

Retention  and  dispoMi:  Users  who  are  granted  access  to  the 
microfiche  files  are  screened  by  computer  software.  Those  docu¬ 
ments  designated  as  Temporary  in  the  prescribing  directive  remain 
in  the  records  until  their  obsolescence  (superseded,  member  ter¬ 
minates  his  status,  or  retires)  when  they  are  removed  and  provided 
to  the  individual  data  subject.  Those  dMuments  designated  as  Per¬ 
manent  remain  in  the  mibtary  personnel  records  system  per¬ 
manently  and  are  retired  with  the  master  personnel  record  group. 

System  nMaagcr(s)  and  addrem:  Assistant  D|^aty  Chief,  of  Suff 
Personnel  for  Mibtary  Personnel.  Randolph  Air  Force  Base,  Texas 
78148  is  the  official  responsible  for  the  system  of  records.  In¬ 
dividuals  in  categories  included  above  may  deal  directly  with  agen¬ 
cy  officials  at  the  respective  records  l^ation  to  exercise  their 
rights  under  the  Act. 
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Notifkatloa  proccdarc:  The  individual  data  subject  may  be 
notified  that  a  record  exists  on  him  by  submitting  a  request  to  or 
appearing  in  person  at  the  responsible  official’s  office  or  the 
respective  repository  for  records  for  personnel  in  his  particular 
category  during  normal  duty  hours  any  day  except  Saturday.  Sun¬ 
day  or  national  and  local  holidays.  The  Saturday  and  Sunday  ex¬ 
ception  does  not  apply  to  Reserve  and  National  Guard  units  during 
periods  of  training.  Response  to  written  requests  wiU  be  provided 
not  later  than  ten  days  following  receipt  of  request.  The  System 
Manager  has  the  right  to  waive  these  requirements  for  personnel 
located  in  areas  designated  as  Hostile  Fire  Pay  areas. 

Record  access  procedures:  The  same  written  notification  or  per¬ 
sonal  visit  procedures  which  apply  to  notification  also  apply  to  ac¬ 
cess. 

Coatesting  record  procMures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  ipdividual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Sources  of  information  contained  in  the 
system  include  data  subject’s  applications,  requests,  personal  histo¬ 
ry  statements,  supervisors'  evaluations,  correspondence  generated 
within  the  agency  in  the  conduct  of  official  business,  medical  treat¬ 
ment  records,  educational  institutions,  civil  authorities,  other  ser¬ 
vice  departments,  and  interface  with  the  Advanced  Personnel  Data 
System. 

SystcBis  exempted  from  certaiu  provisions  of  the  act:  NONE 
F035«l  DPMDRAB 

System  name:  Correction  of  Military  Record  Card 

System  locatioa:  At  Air  Force  Military  Personnel  Center.  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  individuals  covered  by  the  system:  Active  duty  of¬ 
ficers  and  airmen.  Retired  or  discharged  officers  and  airmen.  Next 
of  kin  of  deceased  officers  and  airmen. 

Categories  of  records  in  the  system:  Summary  of  correction  of 
records  request  followed  through  to  its  final  decision  by  the  ap¬ 
propriate  correction  board. 

Authority  for  malntcaaace  of  the  system:  Title  10,  United  States 
Code.  Section  1SS2,  10  use  133 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  end  the  purposes  of  such  uses:  Suspense  for  collection 
of  aO  information  requested  by  member  and  completion  of  the  case 
by  the  appropriate  correction  boprd. 

Policies  and  practices  for  storing,  retrieving,  accessing,  rctaln^g, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  for  ‘three  years  after  case 
completion.  Then  destroyed  by  pulping,  macerating,  burning  or 
tearing  into  pieces. 

System  managcr(s)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Milita^  Personnel.  Randolph  Air  Force  Base.  Texas 
78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member’s  application.  Master  Personnel 
Records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S01  DPMHC  L 

System  name:  Chaplain  Applicant  Processing  Folder 

System  locatioa:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 


Categofies  of  iadivMaab  covered  by  the  system:  Chaplaincy  appli¬ 
cants  and  Reserve  Chaplains  applying  for  active  duty. 

Categories  of  records  fas  the  system:  This  is  a  grouping  of  pertinent 
forms  used  by  the  Air  Force  Military  Personnel  Center  (AFMPC) 
Command  Chaplains  Office  in  processing  chaplains  to  active  duty 
including;  Application  for  Appointment  as  Reserve  of  the  Air 
Force;  .  Application  for  Extended  Active  Duty  with  the  United 
States  Air  Force;  .  United  States  Air  Force  (USAF)  Drug  Abuse 
Certificate;  ,  Statement  of  Personal  History;  ,  National  Agency 
Check  Request;  Report  of  Medical  Examination;  Report  of  Medical 
History;  Fingerprint  Card;  Checklist  for  Chaplain  Appointment;  Ec¬ 
clesiastical  Endorsement;  Certificate  of  Continuance  of  Ecclesiasti¬ 
cal  Endorsement;  Certificate  of  Seminary  Graduation  and  Ordina¬ 
tion;  Official  Transcripts  of  College  Education;  Personal  correspon¬ 
dence  between  resource  manager  and  applicant  regarding  status  of 
his  application. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code  (USC)  Armed  Forces  -  Chapter  803  -  Department  of  The  Air 
Force.  Section  8012;  Chapter  803  -  The  Air  Staff,  Section  8032; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  documents  main¬ 
tained  in  these  transitory  folders  are  utilized  by  the  resource 
manager  in  processing  chaplain  applicants  to  active  duty. 

Policies  and  prnctices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrievabilHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
scree'ned  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Once  applicant  is  accessed,  forms  are  en¬ 
tered  into  the  Master  Personnel  Records  Group.  If  applicant  does 
not  qualify  for  appointment,  file  is  destroyed  after  one  year. 

System  managcr(s)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  tonree  categories:  Individual’s  application. 

Systems  exempted  from  certain  provisiona  of  the  act:  NONE 
F03501  DPMSG  M 

System  name:  Health  Education  Records. 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  individuals  covered  by  the  system:  All  airmen  and  of¬ 
ficers  of  the  United  States  Air  Force  (USAF)  Medical  Service  who 
have  applied  for  training  and  are  in  training  and  applied  for  training 
to  Air  Force  Military  Personnel  Center/Medical  Education  Division 
(AFMPC/SGE). 

Categories  of  records  in  the  system:  Allied  Health  Selection  Board 
Folders  -  Application  for  Officer  School  Training;  Educational 
Transcripts;  Chronological  listings  of  work  experience;  Letters  of 
recommendation;  Specific  test  results:  Scholastic  Aptitude  Test 
(SAT);  Physician  Extender  Profile  Exam  (PEPE);  Manual  dexterity 
test;  Grade  point  averages;  Microfische:  Officer  Effectiveness  Re¬ 
ports  (OERs);  Photo;  Air  Force  Military  Personnel  Center 
(AFMPC)  Rating  Assessment  Sheet  for  Physician  Assistant  Appli¬ 
cant;  Consolidated  Base  Personnel  Office  (CBPO)  letters: 
Prerequisite  verifications;  Counselings  on  Reenlistment  limitations; 
Reenlistment/extension  eligibility;  Status  of  Unfavorable  Informa¬ 
tion  File  (UIF)  folder;  Records  Review  Listing;  Verification  of  Air¬ 
man  Qualifying  Examination  (AQE),  Total  Active  Federal  Military 
Service  Date  ^AFMSD),  Date  EUjgiMe  for  Return  from  Overseas 
(DEROS),  Projected  assignment;  Airman  Performance  Reports;  Ap¬ 
plicant  Statements:  Why  training  desired;  Intent  to  extend/reenlist; 
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Flyint  Class  111  Physical:  General  lafonnatioa  including  Extended 
Active  Duty  Date;  Date  of  Rank;  Passovers;  Command;  Base  of  as¬ 
signment;  Arrived  on  station;  Marital  sUtus;  Undergraduate  Educa¬ 
tion  Selection  Folders  -  Applkation;  Medical  College  Admission 
Test  (MCAT)  scores;  Letter  of  acceptance  from  an  approved 
school;  Dean’s  letter  of  recommendation;  Transcript;  Physical  Ex¬ 
amination  reports;  Air  Force  Institute  of  Technology  (AFIT)  Selec¬ 
tion  Folders  -  Officer  career  brief;  Letter  of  recommendation: 
Transcripts;  Graduate  Records  Examination  (GRE)  and  Admission 
Test  for  Graduate  Study  in  Business  (ATGSB)  scores;  Application 
for  AFIT  training;  Physician  Deferment  Folder  DPM  Form  116 
(Medical  Corps  (MC)  Appointment  Checklist);  Field  Personnel 
Record  (Duplicate  Copy);  Application  for  Appointment  in 
Reserves;  Personnel  Security  Clearance;  (Armed  Forces  Security 
(^estionnaire);  DD  Form  398  Personnel  History  Statement;  State¬ 
ment  of  Understanding  for  Appointment;  Photograph;  Request  for 
delay  for  residency  training;  Record  of  computer  input;  General 
correspondence  physician/student;  hospital  agreement  form; 
Transcripts  (Pre-med  and  med  school);  Air  Force'  Health  Per¬ 
formance  Scholarship  Program  (AFHPSP)  Service  Obligation 
Agreement;  Notification  of  selection  for  AFHPSP;  Air  Reserve 
Personnel  Center  (ARPC)  orders  (45-day  active  duty  tour);  Air 
Force  Military  Personnel  Center  (AFMPC)  Form  155  (Application 
for  deferment  for  graduate  medical  education);  Selection/  Non¬ 
selection  for  deferment  letter;  Congressional  correspondence;  Cer¬ 
tificate  of  medical  school  completion;  Physical  examination;  Ten¬ 
dering  of  resignation;  MedicM  disqualification  correspondence; 
Oaduate  Medical  Education  Records  •  Application  for  sponsored 
training;  AFMPC  Form  131;  Photograph;  Transcripts;  Letter  of 
recommendation/evaluation:  Career  motivation  essay;  Select/Non¬ 
select  letters  (acceptance/declination);  Assignment  letter  to  Major 
Command  (MAJCOM);  Training  reports;  Memos  for  record; 
General  correspondence  with  applicant/trainee;  Congressional  cor¬ 
respondence;  Faculty  board  proceedings;  Residency  completion 
letter;  Letters  of  resignation. 

Authority  for  maintcnaacc  of  the  system:  Title  44,  United  States 
Code  (USC)  Public  Printing  and  Documents  -  Chapter  31,  Records 
Management  by  Federal  Agencies,  Section  3102;  Title  50,  USC  War 
and  National  Defense,  Section  454,  Persons  Liable  for  Training  and 
Service;  and  Title  10  USC  Armed  Forces,  Chapter  803,  Department 
of  the  Air  Force,  Section  8012. 

Routlac  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  this 
record  system  is  us^  by  the  Medical  Education  Division,  and 
Medical  Education  Selection  Boards’  in  selecting  individuals  of  the 
medical  service  to  attend  undergraduate  and  graduate  educational 
programs  and  technical  training.  Such  programs  include  undergrad¬ 
uate  and  graduate  nurse  education,  residencies  and  fellowships  for 
physicians,  and  graduate  education  for  Medical  Service  Corps 
(MSCs),  BioMedkal  Service  Corps  (BSCs),  Veterinary  Corps 
(VCs),  residencies  for  dental  officers,  and  Physician  and  Dental 
Assistant  programs  for  airmen.  Another  use  of  the  system  is  to 
monitor  the  individuals  progress  in  an  educational  program  after 
selection  until  completion  of  their  program. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Allied  Health  Selection  Board  Folders 
and  Undergraduate  Education  Selection  Folders:  Retained  untfl 
selection  board  process  is  completed;  Air  Force  Institute  of 
Technology  (AFIT)  Selection  Folders:  Information  in  folders  is 
maintained  for  one  year.  Exception:  Transcripts  are  used  for  period 
of  two  weeks  then  returned  to  AFIT.  Physician  Deferment  Folders: 
Retained  until  the  individual  is  called  to  active  duty  or  separated 
from  the  Air  Force  (AF)  Reserve.  Graduate  Medical  Education 
Records:  Retained  until  individual  separates  or  retires  from  the  Air 
Force. 

System  manages)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas. 


NotUkatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sooree  categories:  Member’s  application.  Supervisor’s 
evaluation,  master  personnel  records  (board  use  only).  Career  Brief 
(board  use  only),  transcripts,  test  scores.  Deans’  letters  of  recom¬ 
mendation.  Standard  Form  (SF)  88  and  SF  93. 

Systems  exempted  from  certaia  provUoas  of  the  act:  NONE 
P«3S01  DPMSG  N 

System  aame:  Application  for  Appointment  and  Extended  Active 
Duty  Files. 

System  locatloo:  At  Air  Force  Military  Personnel  Center.  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  indhridnals  covered  by  the  system:  All  civilian  and 
United  States  (US)  Armed  Forces  mibtary  members  who  arc  apply¬ 
ing  for  appointment/reappointment  to  United  States  Air  Force 
Reserve  (USAFR)  affihatioo  or  Application  (or  Extended  Active 
Duty  (AD)  with  the  USAF;  extended  duty  with  the  United  States 
Air  Force  (USAF)  Medical  Service. 

Categories  of  records  in  the  system:  Application  for  Appointment 
and  Extended  Active  Duty  Files  Report  of  Medical  Examination; 
Statement  of  Personal  History;  Fingerprint  Card;  National  Agency 
Check  Request;  State  License/Registration  (Current  State  License 
or  State  Registration  is  normally  required  on  Medical  Corps  (MC), 
Nurse  Corps  (NC),  Veterinary  Corps  (VC),  and  some  BioMedical 
Service  Corps  (BSC);  Variable  Incentive  Pay  (VIP)  Agreement. 
Variable  Incentive  Pay  Agreement  required  on  MC  applicants;  Let¬ 
ters  of  Recommendation,  Letters  of  Reference  as  directed  or  as 
required;  Application  for  Appointment  as  Reserves  of  the  AF  or 
USAF  wit^ut  component;  Conditional  Release  (Conditional 
release  must  be  obtained  for  applicants  from  United  States  Army 
Reserve  (USAR)  or  United  States  Naval  Reserve  (USNR);  Report 
of  Separation  from  Active  Duty;  Transcripts/Diploma  (All  trans¬ 
cripts  and  diploma  required  to  establish  eligibWty);  Record  of  Per¬ 
sonnel  Security  Investigation  and  Clearance;  Record  of  DisenroU- 
ment  from  Officer  Candidate  Type  Training;  USAF  Drug  Abuse 
Certificate;  Air  Force  Officer  Qualifying  Test  (AFOQT),  Required 
for  MedicM  Service  Corps  (MSC)  applicants  only;  Certificate  of 
Citizenship  (furnished  by  those  persons  not  born  in  US);  Statement 
of  Degree  Confirm  (For  those  applicants  who  have  not  yet 
completed  degree  requirements,  a  letter/statement  from  the  Dean  of 
the  coDege  ttey  are  attending  is  required  to  confirm  the  fact  that 
they  are  enrolled,  type  of  degree  they  will  attain,  day,  month  and 
year  of  graduation  followed  up  by  submitting  a  final  transcript  and 
diploma);  Education  Counefl  for  Foreign  Medical  Graduates 
(ECFMG),  (Required  on  those  MC  where  applicable). 

Authority  (or  maintenance  of  the  system:  Title  10,  United  States 
Code  (USC),  Armed  Forces  •  Chapter  803,  Department  of  the  Air 
Force.  Section  8012; 

Routine  uses  of  records  maintained  in  the  system,  iiKlnding  catego¬ 
ries  of  users  and  the  purposes  of  sack  uses:  Used  by  Medical  Person¬ 
nel  Programs  and  Atialysis  Branch  (or  the  following  officer 
procurement  purposes:  To  select  and  appoint  or  reappoint  appli¬ 
cants  to  aO  corps  (MC,  DC,  VC,  NC.  BSC  and  MSC)  of  the  USAF 
Medical  Service;  and  to  select  and  process  officers  of  the  USAF 
Medical  Service  of  the  Air  National  Guard  of  the  United  States 
(ANGUS)  and  United  States  Air  Force  Reserve  (USAFR)  for  ex¬ 
tended  active  duty. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retalaiag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrlevabllMy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 
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Rcicali*a  aad  dltpaul:  If  selected  for  appointment  or  reappoint* 
ment  and  Extended  Active  Duty  (HAD),  records  become  the 
Master  Personnel  Record  and  are  forwarded  to  the  applicable 
Utilization  and  Assignment  Branch  tS  send  to  Air  Reserve  Person¬ 
nel  Center  (ARPC),  Denver.  Colorado  for  further  dissemination  as 
required.  An  abbreviated  reference  file  of  selected  documents  is 
maintained  by  the  applicable  utilization  and  assignments  branch.  If 
not  selected,  records  are  then  destroyed  by  shredding  or  burning. 

System  managcr(s)  and  addrtas:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedarca:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member's  application,  letters  of  recom¬ 
mendation,  resuhs  of  National  Agency  Check  and  Military  Person¬ 
nel  Records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
POJSdl  DPMSG  O 

System  name:  Medical  Officer  Personnel  Utilization  Records 

System  location:  At  Air  Force  Military  Persohnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  ladlvidnals  eovered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  medical  service  officers. 

Categories  of  records  in  the  system:  Personnel  Utilization  records 
containing'  Career  briefs;  Print-outs;  Letters  from  individuals;  Let¬ 
ters  from  Utilization  Branch  to  individuals;  Special  Orders,  Letters 
concerning  medical  service  education  and  training;  Copy  of  applica¬ 
tion  for  Career  Reserve  Status;  Copy  of  request  to  join  spouse; 
Copy  of  Specified  Period  of  Time  Contract  (SPTC)  requests;  Air 
Reserve  Personnel  Center  (ARPC)  special  orders;  Copy  of  Air 
Force  (AF)  Form  2095,  Assignment/Personnel  Action;  Copy  Air 
Force  Military  Personnel  Center  (AFMPC)  Form  8,  Assign- 
ment/Actiens  Worksheet;  Air  Force  Military  Personnel  Center 
(AFMPC)  Form  138,  Officer  Reassignment;  Memorandum  of  Offi¬ 
cial  Contact;  Officer  Career  Objective  Statement;  Personnel  Action 
Request;  Permanent  Change  of  Station  Order,  Officer  Mihtary 
Record;  Application  for  Appointment  in  the  AF  Reserve;  RecaU  to 
Active  Duty;  Supplement  to  Application  for  Commission  in  the 
United  States  Air  Force  (US)  Medical  Services;  Assignment  Notifi¬ 
cation  of  Medical  Service  Officer;  Air  Training  Command  (ATC) 
Constructive  Credit  Computation;  Personal  Interview—  USAF 
Nurse  Application;  Air  Force  Institute  of  Technology  (AFIT)  Edu¬ 
cation  Plan;  Reassignmenf  Instruction  Data;  Aeronautical  Orders; 
Special  Orders;  Messages;  Department  of  Elcfense  Notification  of 
change  in  service  members  official  records;  Master  Personnel 
Record  Fiche;  Training/Speciahy  Board  Certification  Records;  Con¬ 
tinuation  Pay  Contracts;  Speci^ty  Badge  Award;  Correspondence 
on  Congressional  Inquiries;  Advanced  Personnel  Data  Systems 
(APDS)  transactions;  Microfoim/Microficbe  Records;  Requisitions; 
Record  of  Office  of  Special  Investigations  (OSI)  background 
checks.  Resumes/special  applications;  Education  Plans/transcripts. 

Authority  for  Bsahttcnancc  of  the  system:  Title  10,  United  States 
Code  (USC)  Armed  Forces.  (Thapter  803,  Department  of  the  Air 
Force  Section  8012;  Title  44,  USC.  Public  Printing  and  Documents, 
Chapter  31.  Records  Management  by  Federal  Agencies,  Section 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pur  pones  of  such  uses:  Verify  current  assign¬ 
ment;  verify  history  of  application  for:  tour  extension,  tour  curtail¬ 
ment,  Specified  Period  of  Time  Contract,  Career  reserve  Status, 
duty  Air  Force  specialty  code  change,  special  duty  application,  for¬ 
mal  school  application,  change  of  assignment  reporting  dates,  join 
spouse  application;  Use  AF  Form  24  for  obtaining  date  of  birth  and 
place  of  birth  when  processing  assignment  to  academy  or  other 
highly  sensitive  area  of  assignment;  to  hold  messages  pertaining  to 
assignment;  to  hold  action  notices  and  career  briefs  as  a  result  of 
input  from  original  office  and  any  other  office  pertaining  to  an  in¬ 
dividual.  This  also  includes  career  briefs  and  action  notices  from 
automatic  actions  (i.e.,  available  assignment);  pay  computation; 
grade  computation;  to  provide  background  information  to  answer 
correspondence. 


Policies  and  practices  for  storiag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  bindcrs/cabinets. 

RctrlevaMIHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  six  months 
after  the  individual  terminates  military  service,  then  destroyed  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel.  Randolph  Air  Force  Base,  Texas. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Applications  for  appointment,  letters 
written  by  individual  or  on  individuals  by  others.  Computer  print¬ 
outs,  forms  completed  by  individuals.  Advanced  Personnel  Data 
Systems  (APDS)  transactions,  other  information  pertinent  to  assign¬ 
ments  or  career  development  of  the  officer. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  DPMVO  1 

System  name:  Effectiveness/Perfoimance  Reporting  Systems. 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  National  Personnel  Records  Center,  Civilian  Personnel 
Records,  111  Winnebago  Street,  St.  Louis,  MO  63118. 

At  headquarters  of  the  major  commands  and  separate  operating 
agencies.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force’s  systems 
notice. 

At  Consolidated  Base  Personnel  Offices  and  each  State  Adjutant 
General  Office,  Reserve  and  Air  National  Guard  Units  and  Human 
Resources  Laboratory,  Lackland  Air  Force  Base,  Texas. 

Categories  of  Individuals  covered  by  the  system:  Military  Personnel 
Only.  Officer:  applies  to  active  duty/Air  National  Ouard/Air  Force 
Reserve  Personnel  serving  in  grades  Warrant  Officer  (W-1)  through 
Colonel  (0-6).  Airmen;  applies  to  only  active  duty  personnel  in 
grades  Bask  Airman  (E-1)  through  Chief  Master  Sergeant  (E-9). 

Categories  of  records  in  the  system:  Lieutenant  Colonel  Promotion 
Potential  Evaluation  ;Forms  Colonel  Promotion  Recommendation 
Report;  Officer  Effectiveness  Report;  Education/Training  Report; 
Airman  Performance  Report;  Technkal  Sergeant  (TSGT),  Staff 
Sergeant,  and  Sergeant  (SGT)  Performance  Report;  Chief  Master 
Sergeant  (CMSGT),  Senior  Master  Sergeant  (SMSGT),  and  Master 
Sergeant  (MSGT)  Performance  Report;  Description  of  Data  Con¬ 
tained  Therein;  Name;  Social  Security  Account  Number  (SSAN); 
Active  and  Permanent  Grades;  Specialty  Data;  Organization  loca¬ 
tion  and  PAS  code;  Period  of  Report;  Number  of  days  of  supervi¬ 
sion;  Performance  Evaluation  Sc^s;  Estimates  of  Potential;  Com¬ 
ments  Regarding  Ratings;  Offker  Effectiveness  Report  (OER) 
Notice  Contains:  Rater  Name;  Rater  SSAN  (only  if  USAF  officer); 
Rater  Organization;  Rater  Offke  Symbol;  Rater  Duty  Phone 
Number;  Ratee  Name,  Ratee  SSAN;  Ratee  Organization;  Period  of 
Report;  Length  of  Rater’s  Supervision;  Reason  for  Report;  Ratee 
Duty  Air  Force  Specialty  Code  (DAFSC);  Ratee  Primary  Air  Force 
Specialty  Code  (PAFSC);  Ratee  Second  Air  Force  Specialty  Code 
(2  AFSCT);  Ratee  Temporary  Grade;  Ratee  Permanent  Grade;  Ratee 
Aeronautkal  Rating;  Ratee  Aviation  Service  Code;  Ratee  Job 
Level;  Ratee  Command  Level;  Ratee  Management  Level;  Ratee 
Duty  Title;  Effective  Date  of  Duty  Title;  Ratee  Personnel  Account¬ 
ing  Symbol  (PAS);  Rater  PAS;  Rater  Aeronautical  Rating;  Rater 
Aviation  Servke  Code;  Rater  Job  Level;  Rater  Command  Level; 
Rater  Management  Level;  Additional  Rater  or  Revkwer  Name;  Ad¬ 
ditional  Rater  or  Reviewer  Orgaiuzation;  Date  Rater  Forwarded  Re¬ 
port  to  Additional  Rater  or  Reviewer.. Revkwer  Message  Contains* 
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Reviewer  Name;  Reviewer  SSAN;  Reviewer  Grade;  Reviewer  Or- 
ganizatioa;  Number  of  reports  for  which  the  reviewer  was  so 
designated;  Number  of  reports,  by  rating,  which  the  reviewer 
signed;  Number  of  reports  escalated  for  signature;  SSAN  of  ratee 
on  reports  escalated  for  signature;  Number  of  reports  escalated  to 
reviewer  for  signature;  SSAN  of  ratee  on  reports  escalated  to 
reviewer  for  signature.  Rater  name;  Rater  SSAN  (only  if  US  milita¬ 
ry);  Rater  Organization;  Rater  office  symbol;  Ratee  name;  Ratee 
grade;  Ratee  SSAN;  Ratee  organization;  Ratee  PAS  Code;  Period 
of  report;  Length  of  supervision;  Reason  for  report;  Ratee's  prima¬ 
ry,  duty  and  conUol  AFSC's;  Rater  job  level,  management  level, 
command  level  and  duty  title;  Ratee  effective  date  of  duty;  Ratee 
reserve/warrant  commission;  unfavorable  information  file  (UIF) 
identifier. 

Anthorlty  tor  maintenance  of  the  system:  Title  44,  United  States 
Code  (USC),  Public  Printing  and  Documents,  Chapter  31,  Records 
Management  by  Federal  Agencies,  Section  3101;  and  Title  10, 
USC,  Armed  Forces,  Chapter  33,  Appointments  in  Regular  Com¬ 
ponents,  Section  564. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Uses  Include;  Documen¬ 
tation  of  effectiveness/duty  performance  history;  Promotion  selec¬ 
tion;  School  selection;  Assignment  selection;  Reduction-in-force; 
Control  roster;  Reenlistment;  Separation;  Research/statistical  analy¬ 
sis;  Other  appropriate  personnel  actions.  Users  Include:  Supervisor; 
Commander;  Major  Command;  Headquarters  USAF  other  Military 
Services.  OER  Notices  are  Used  to:  Provide  notification  to  a  rater 
that  ail  OER  is  due  for  an  Air  Force  officer;  Provide  the  rater  with 
information  necessary  to  complete  portions  of  the  evalation  repoK 
form;  Provide  a  temporary  source  document  for  the  Consolidated 
Base  Personnel  Office  (CBPO)  to  permit  update  of  Base  Level 
Military  Personnel  System  (BLMPS);  Provider  the  CBPO  the  capa¬ 
bility  of  tracing  a  missing  report;  and.  Reviewer  Messages  are  Used 
for:  Routine  Use.  Permit  control  points  to  insure  each  reviewer  has 
not  exceeded  required  rating  distribution;  Users.  OER  control 
points.  Will  be  available  to  the  control  point  commander  and  his  ad¬ 
ministrative/personnel  staff.  May  be  Air  Force  or  other  service  per¬ 
sonnel  or  civilians.  Insure  inflationary  rating  trends  are  controlled. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

•  Retention  and  dispel:  Copies  of  performance  reports  are 
retained  until  separation  or  retirement.  At  separation/retirement, 
data  subject  is  presented  with  field  and  command  record  copies  of 
his/her  reports.  The  Headquarters  Air  Force  (HAF)  copy  is  a  per¬ 
manent  record  that  is  forwarded  to  the  National  Personnel  Records 
Center,  Saint  Louis,  Missouri.  In  the  event  member  has  a  Reserve 
commitment,  HAF  copy  is  sent  to  Air  Reserve  Personnel  Center 
(ARPC),  York  Street,  Denver,  Colorado.  However,  the  following 
exceptions  apply:  Officers  Field  Record:  Remove  and  give  to  in¬ 
dividual  when  promoted  to  Colonel,  when  separated  or  retired. 
Destroy  when  voided  by  action  of  the  Officer  Personnel  Records 
Review  Board.  When  voided  by  action  of  the  Air  Force  (AF)  Board 
for  Correction  of  Military  Records,  forward  all  copies  of  report  to 
Headquarters  United  States  Air  Force  HQ  USAF)  when  directed. 
Command  Record:  The  command  custodian  will  destroy  the  reports 
when  voided  by  action  of  Officer  Personnel  Records  Review 
Board.  When  voided  by  action  of  the  AF  Board  for  Correction  of 
Military  Records,  forward  all  copies  of  report  to  HQ  USAF  when 
directed.  HAF  Record;  Remove  reports  voided  by  action  of  the  Of¬ 
ficer  Personnel  Records  Review  Board  from  the  selection  folder 
and  file  in  the  board  recorder’s  office  until  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating  or  burning.  Remove  re¬ 
ports  voided  by  action  of  the  AF  Board  for  Correction  of  Military 
Records  from  selection  folder  and  submit  to  Board’s  Secretariat 
with  duplicate  and  triplicate  copies,  for  custody  and  disposition. 
Airmen  Grades  E-3  trough  E-6:  Airman  Performance  Reports 
(APRs)  on  separation  or  retirement  are  forwarded  to  the  National 
Personnel  Records  Center,  Saint  Louis,  Missouri  unless  data  sub¬ 
ject  holds  a  reserve  obligation  -  in  which  case  they  are  forwarded 


to  ARPC.  Grades  E-7/8:  Duplicate  copies  those  retained  in  promo¬ 
tion  selection  folders,  are  returned  at  separation  or  retirement.  Per¬ 
manent  copy  (field  record)  is  forwarded  to  the  National  Personnel 
Records  Center  or  to  ARPC  if  data  subject  holds  a  reserve  obliga¬ 
tion.  Officer  Effectiveness  Report  (OER)  Notices  and  Reviewer 
Messages  are  destroyed  when  their  purpose  has  been  served  as 
they  are  used  as  control  measures  in  the  creation  of  Effectiveness 
Reports. 

System  mannger(s)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force,  Washington  DC  20330 

NoUfkatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  systems  manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  The  basis  of  the  ratings  is  observed  on- 
the-job  or  education/training  performance  progression  of  the  in¬ 
dividual.  Further,  evaluation  reports  may  have  as  an  additional 
source  of  information  Letters  of  Evaluation  which  may  be  supplied 
and  used  for  periods  of  duty  performed  away  from  the  normal  re¬ 
porting  official. 

Systems  exempted  from  certain  provbions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  S52a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F03501  DPMYR  R 

System  name:  Statutory  Tour  Program 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

At  Air  Force  Military  Personnel  Center,  Randolph  Air  Force 
Base,  TX  78148. 

Categories  of  individuals  covered  by  the  system:  Reserve  Com¬ 
ponent  Officers  (United  States  Air  Force  Reserve/Air  National 
Guard  United  States  on  Extended  Active  Duty) 

Categories  of  records  in  the  system:  Approval/Disapproval  on 
original  correspondence  relating  to  the  application  (Air  Force  Form 
125),  Department  of  the  Air  Force  Orders,  Comments  Chief  of  Air 
Force  Reserve  (AF/RE)  and  Assistant  Secretary  of  the  Air  Force 
for  Manpower  and  Reserve  Affairs,  Deputy  for  Reserve  Affairs 
SAF/MRR. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code  (USC),  Armed  Forces  -  Chapter  11,  Reserve  Components, 
Section  265,  Chapter  805,  The  Air  Staff,  Section  8033,  Chapter  841, 
Active  Duty,  Section  84%;  Title  32  •  National  Guard  -  Chapter  7, 
Service,  Supply  and  Procurement,  Section  708  -  Regulatory 
Authority:  Air  Force  Regulation  45-22,  Reserve  Component 
Representation- 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Documentary  support  of 
tour  applications;  approval/disapproval;  initiation,  termination  and 
extension  of  statutory  tours;  historical  reference  not  to  exceed  2 
years  after  tour  termination;  used  by  Air  Force  Military  Personnel 
Center/Assistant  for  Personnel  Plans,  Programs  and  Organizational 
Requirements,  Reserve  Advisors  Division  (AFMPC/DPMYR);  used 
for  AFMPC/DPMYR  as  record  of  approval/disapproval,  authority 
to  issue  Department  of  the  Air  Force  Special  Orders  (DAFSOs);  by 
AF/RE,  Director  Air  National  Guard,  National  Guard  Bureau 
NGB/CF  and  SAF/MRR  as  record  of  approval/disapproval. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainiug, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Controlled  entry  building. 
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Rctcation  aid  diipoMl:  Retained  two>years  after  completion  of 
tour 

Retained  for  two  years  after  end  of  year  in  which  the  case  was 
closed,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning. 

System  maaagcrfs)  aad  addrcm:  Chief  of  Air  Force  Reserve. 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member’s  application  and  correspon¬ 
dence  generated  in  transmission  and  consideration  of  the  applica¬ 
tion. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  DPPPS  S 

System  name:  United  States  Air  Force  (USAF)  Airman  Retraining 
Program. 

System  location:  At  Headquarters  United  States  Air  Force  and 
major  command  headquarters.  Official  maiUng  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

At  consolidated  base  personnel  offices.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendix 
to  the  Air  Force’s  systems  notice. 

Categories  of  Individuals  covered  by  the  system:  Air  Force  active 
duty  enlisted  personnel. 

Enhsted,  Military,  active  duty. 

Categories  of  records  la  the  system:  Request  for  Retrain¬ 
ing/Lateral  Training  7301:  This  mechanized  report  contains  a  broad 
spectrum  of  retraining  data  to  track  retraining  movement  between 
specialties;  it  also  identifies  individuals  and  Major  Commands 
(MAJCOMs)  involved;  this  data  can  provide  detailed  identification 
of  retrainees,  type  of  training,  type  of  specialties  and  other  desired 
data  on  retraining  movement. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code  (USC),  Armed  Forces,  Chapter  901,  Training  Generally,  Sec¬ 
tion  9301. 

Routine  uses  of  records  maintained  in  the  system,  Inclading  catego* 
rics  of  users  aad  the  purposes  of  such  uses:  Military  personnel  offi¬ 
cials  at  base.  MAJCOM,  and  Headquarters  Air  Force  (HAF)  are 
primary  users  of  data  identified  to  evaluate  decisions  on  retraining 
appheations. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
aad  dispoeiag  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrlevability:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Rctentioa  aad  disposal:  Retained  until  training  programs  are 
completed  or  individual  terminates  Air  Force  status. 

System  managerfs)  aad  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force,  Washington,  DC  20330 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Maiuger. 

and  individuals  may  contact  agency  officials  at  the  applicable 
records  location  in  order  to  exercise  their  rights  under  the  Act. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

and  individuals  may  contact  agency  officials  at  the  applicable 
records  location  in  order  to  exercise  their  rights  under  the  Act. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 


the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual’s  application  and  official  per¬ 
sonnel  records. 

Systeau  exempted  from  certaia  provIsioBB  of  the  act:  NONE 
P035«l  HC  A 

System  name:  Chaplain  Personnel  Record 

System  location:  Office  of  the  Chief  or  Chaplins 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  Reserve  personnel. 

Retired  Air  Force  military  personnel. 

Categories  of  records  in  the  system:  Chronological  Record  of  Per¬ 
manent  Change  of  Station,  Promotion  Dates  of  Rank,  Service 
Schools  Attended,  Permanent  Address,  Martial  Status.  Number  of 
Dependents,  Name,  Grade,  SSAN/Service  Number,  Air  Force  Spe¬ 
cialty  Code,  Religious  Denomination,  Date  of  Birth,  Release  Date 

Authority  for  maintenance  of  the  system:  Title  K)  USC  8012  and 
Tide  10  USC  8034 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Management  of  Active 
Duty  Chaplain  Force,  Location  of  Marriage  and  Baptism  Records 
through  Former  Active  Duty  Assignment  Records  in  Cases  of 
Separated  Chaplains  when  requested  by  Former  Parishioners 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

RetrievabUity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Washington.  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Also  from  Assignment  Action  Documents  and  from  Individual 
Member 

Systems  exempted  from  certaia  provisions  of  the  act:  NONE 
F03501  HC  B 

System  name:  Chaplain  Information  Sheet 

System  location:  Office  Chief  of  Chaplains 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 

Categories  of  individnals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Categories  of  records  in  the  system:  Names,  Addresses,  Phone 
Numbers  of  Chaplain  and  Two  Next  of  Kin;  Permanent  Home  Ad¬ 
dress  of  Record.  Name  and  Mailing  Address  of  Denominational  En¬ 
dorsing  Agency 

Authority  for  maintenance  of  the  system:  Title  K)  USC  8(R2  and 
TiUe  K)  USC  8034 

Rontiae  uses  of  records  maintahsed  in  the  system,  including  catego¬ 
ries  of  users  aad  the  pnrpoM  of  such  uses:  Use  of  Chief  of 
Chaplains  as  Single  Manager  in  Maintaining  Pastoral  Contact  with 
Chaplains 

Policies  and  practices  for  simriag,  retrieving,  accessing,  retafniag, 
aad  disposing  of  records  te  the  system: 

Storage:  Maintained  in  note  books/binders. 
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Retriev ability*.  Filed  by  Name. 

Safeguards;  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Washington,  DC  20330 

Notification  procedure;  Requests  from  individuals  should  be  ad¬ 
dressed  to  tRe  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Obtained  from  Each  Individual 
Chaplain 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S01  OBXQPCC 

System  name:  Cadet  Disciplinary  System 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  In  the  system:  (I)  Report  of  Offense.  (2) 
Referral  of  Offenses  and  Award  of  Punishments.  (3)  Cadet  Ap¬ 
titude  Referral.  (4)  Separation  Referral.  (5)  Commandant's  Discipli¬ 
nary  Board  Actions.  (6)  Conduct  Referral  Form.  (7)  Squadron 
Punishment  List. 

Authority  for  maintenance  of  the  system:  S  United  States  Code 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (1)  To  report  offense 
committed  by  cadet.  (2)  Reflects  the  award  of  punishments  from 
disciplinary  action  taken.  (3)  to  identify  and  refer  a  cadet  for  ap¬ 
titude  evaluation.  (4)  Evaluation  for  recommendation  for  future  of¬ 
ficer  training  for  all  cadets  separating  prior  to  commissioning.  (5) 
To  refer  Commandant  Disciplinary  Board  Actions  to  the  Comman¬ 
dant  of  Cadets  for  his  approval.  (6)  To  refer  conduct  probationary 
cases  to  the  Commandant  of  Cadets  for  approval.  (7)  Provides 
Squadron  Operations  officer  a  format  for  reporting  completion  of 
punishments  to  the  Commandant's  Disciplinary  Section. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  (I)  Destroyed  30  days  after  final  action. 
(2)  Upon  disenrollment  or  graduation,  forwarded  to  Registrar, 
where  they  are  microfilmed  one  year  after  graduation  and  retained 
permanently  Paper  copy  then  destroyed.  (3)  and  (4)  Maintained  by 
Cadet  Personnel,  then  upon  disenrollment  or  graduation  forwarded 
to  Registear  where  microfilm  copy  is  kept  permanently,  paper  copy 
destroyed.  (5)  (6)  and  (7)  Destroyed  30  days  after  final  action 

System  manager(s)  and  address:  Commandant  of  Cadets. 

.  Notlflcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  (I)  Commissioned  officer,  warrant  of¬ 
ficer,  civilian  instructor,  coach  or  cadet.  (2)  Commandant  of 
Cadets.  (3)  and  (4)  Air  Officers  Commanding.  (S)  Group  Air  Officer 
Commanding.  (6)  Squadron  Air  Officer  Commanding.  (7)  Cadet 
Squadron  Operations  Officer. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


F03501  OYUEBLA 

System  name:  Informational  Personnel  Records. 

System  locatioa:  Officer  Assignments  Division,  Headquarters  Air 
Force  Communications  Service  (AFCS),  Rkhards-Gebaur  Air 
Force  Base,  MO  64030 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

0-S  and  below. 

Categories  of  records  in  the  system:  Officer  Career  Briefs.  Officer 
Selection  Brief,  copies  of  Officer  Effectiveness  Reports,  cor¬ 
respondence  relating  to  officer  assignment/reassignment,  duty  Air 
Force  specialty  code  changes  and  assignment  transcripts  duty 
cards. 

Authority  for  maintenance  of  the  system:  44USC3I0I 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  aid  in  assign¬ 
ment/reassignment  of  officers.  Used  by  those  responsible  for  ad¬ 
ministering  assignment/reassignment  and  separation  actions  on  of¬ 
ficers  in  grades  0-4  and  below  assigned  to  AFCS.  Also  used  as 
backup  and  reference  by  manning  technicians  involved  in  the  as¬ 
signment/reassignment  of  officers  in  grades  0-5  and  below  in 
AFCS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Conventional. 

Saf^uards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  personnel  screening. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Chief,  Officer  Assignments  Divi¬ 
sion,  Headquarters  AFCS,  Richards-Gebaur  Air  Force  Base,  mo 
64030. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Provide  full  name,  grade,  unit  of  assignment. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

And  Command  Officer  Selection  Folder,  Air  Force  Military  Per¬ 
sonnel  Center  Advanced  Personnel  Data  System 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S01  OYUEBLB 

System  name:  Informational  Personnel  Records. 

System  location:  At  Headquarters  Air  Force  Communications  Ser¬ 
vice, 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Categories  of  records  in  the  system:  Memos  of  counseling,  copies 
of  military  orders,  copies  of  incident  reports, sponsorship  program 
records,  overweight  program  counseling  records,  traffic  safety 
violation  and  training  record,  copies  of  Personnel  action  forms,  and 
similar  personnel  management  records. 

Authority  for  maintenance  of  the  system:  44USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Commander 
and  designated  Subordinates  in  daily  management  of  assigned  mili¬ 
tary  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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Storage:  Maintained  in  file  folders. 

RetrierabilHy:  Filed  by  Name. 

Conventional 

Salegnardt:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  arc  stored  in  security  file  containers/cabinets. 

Retention  and  dbpotal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Deputy  Chief  of  Staff,  personnel. 
Headquarters  Air  Force  Communications  Service. 

Notification  procedure;  Requests  should  be  made  to  Commander 
of  Unit  to  which  assigned.  Provide  full  name  and  social  security  ac> 
count  number. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  poUce  and  investigating  officers. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  eaempted  from  certain  provisions  of  the  act:  NONE 
F03501  REP  A 

System  name:  Personnel  Files  on  Statutory  Tour  Officers 

System  location:  Personnel  Division,  Office  of  Air  Force  Reserve 
(AF/REP)  HQ  USAF  Washington  DC  20330 

Categories  of  hHlivldnals  covered  by  the  system:  United  States  Air 
Force  Reserve  Officers  applying  for  or  selected  for  assignment  as 
statutory  tour  officer. 

Categories  of  records  in  the  system:  Application  for  extended  ac¬ 
tive  duty  with  United  States  Air  Force,  military  career  brief, 
resume  of  prior  military  and  civilian  experience,  officer  effective¬ 
ness  report  overall  rating,  correspondence  and  special  orders  rela¬ 
tive  to  the  tour. 

Authority  for  maintenance  of  the  system:  Title  10.  United  States 
Code,  Section  8033  . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  To  determine  qualifica¬ 
tions  for  initial  and  continued  assignment  at  a  statutory  tour  of¬ 
ficer,  Air  Force  agencies  having  statutory  tour  officer  authoriza¬ 
tions.  evaluation  of  applications  for  approval  or  disapproval,  and 
maintain  dau  in  a  current  status  while  officer  serves  on  tour. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabllity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  nnd  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Chief  of  Air  Force  Reserve, 
Headquarters  United  States  Air  Force. 

Washington.  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Full  name,  social  security  account  number.  Personnel  Division, 
Office  of  Air  Force  Reserve,  Pentagon,  Washington  DC  20330. 
Military  identification  card  or  driver’s  license  required,  if  in  person. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  -for  contesting  and  appealing  initial  determinations  by 


tbe  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provbions  of  tbe  act:  NONE 
F03501  REP  B 

System  name:  Files  on  AF  Reserve  General  Officers;  Colonels  as¬ 
signed  to  General  Officer  Positions 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Personnel  Division.  Office  of  Air  Force  Reserve 

Categories  of  individuals  covered  by  the  system:  United  States  Air 
Force  Reserve  General  Officers  and  Colonels  assigned  to  General 
Officer  positions. 

Categories  of  records  in  the  system:  Resume  of  prior  military  and 
civilian  experience,  correspondence  and  Special  Orders,  Record  of 
Reserve  participation,  personnel  data  listings,  last  five  officer  ef¬ 
fectiveness  reports,  record  of  personal  interview  and  assignment 
recommendation  made  by  Chief,  Air  Force  Reserve. 

Antbority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  qualifica¬ 
tions  for  initial/continued  assignment  to  General  Officer  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabllity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  and  addrem:  Chief  of  Air  Force  Reserve, 
Headquarters  United  States  Air  Force. 

Washington,  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Fun  name.  Social  Security  Account  Number,  Personnel  Division, 
Office  of  Air  Force  Reserve.  Pentagon,  Washington  DC  20330. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors;  from  individual  officers,  and, 
military  personnel  records. 

Systems  exempted  from  certain  provisions  of  tbe  act:  NONE 
F03501  SAFCB  A 

System  name:  Military  Records  Processed  by  the  Air  Force  Cor¬ 
rection  Board 

System  location:  At  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

And  Washington  National  Records  Center,  Suitland,  Md. 

Categories  of  individuals  covered  by  the  system:  Case  folders  are 
maintained  on  all  members  or  former  members  of  the  Air  Force, 
Army  Air  Forces;  Air  Corps,  United  States  Army;  Air  Service. 
United  States  Navy;  and  Aviation  Section,  Signal  Corps,  United 
States  Army,  who  have  applied  to  the  Air  Force  Board  for  the  Cor¬ 
rection  of  Military  Records  (SAFCB) 

Categories  of  records  in  the  system:  Case  folders  consist  of  appli¬ 
cations  to  SAFCB,  with  supporting  evidence,  staff  advisory 
opinions  and  final  determinations. 

Antbority  for  maintenance  of  the  system:  Title  10  United  States 
Code  Section  1SS2 
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PRIVACY  ACT  ISSUANCES 


Rotttiac  UMfl  of  record!  aiaiaUlocd  la  the  sjrttem,  laclodiac  catego* 
ries  of  users  aad  the  purposes  of  such  uses:  Case  folders  are  per* 
manent  records  of  all  appUcations  and  are  subjected  to  review  only 
by  an  applicant  and/or  his  designated  representative,  the  SAFCB 
and  the  Secretary  of  the  Air  Force. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retriev ability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing' the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Retention  and  dbpoMi:  Case  folders  are  maintained  within 
SAFCB  until  conclusion  of  a  calendar  year,  then  permanently 
retired  to  Washington  National  Records  Center,  Suitland,  Mary¬ 
land. 

System  manageifs)  aad  address:  Executive  Secretary,  SAFCB, 
Headquarters  United  States  Air  Force.  Washington  DC  20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Request  for  review  must  provide  -applicant's  full  name,  service 
number  and  SAFCB  docket  number  (if  known).  Reviews  are  held  in 
Room  SC860,  the  Pentagon,  between  the  hours  of  0900  to  1600.  An 
applicant  must  present  a  personal  identification  document.  A 
designated  representative  must  present  a  letter  of  authorization 
from  the  applicant. 

Record  access  procedures:  Request  for  access  may  be  obtained  by 
letter  addressed  to  the  Executive  Secretary.  SAFCB,  Headquarters 
United  States  Air  Force,  Washington  DC  20330. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  obtained  from  applicants. 
Air  Force  offices  and/or  other  Government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  SAFOI  B 

System  name:  Mobilization  Augmentee  Training  Folders 

System  location:  Office  for  Resources  and  Projects.  Secretary  of 
the  Air  Force  Office  of  Information  (SAF/OIR),  Room  5C960,  The 
Pentagon,  Washington  DC  20330.  And  Washington  National 
Records  Center,  Washington,  DC  20409 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
Air  Force  Reserve  assigned  to  Mobilization  Augmentation  (MA) 
irasitions  within  the  Secretary  of  the  Air  Force  Office  of  Informa¬ 
tion. 

Categories  of  records  in  the  system:  Applications  for  mobilization 
augmentee  status,  training,  or  assignment;  orders  to  training  or  ac¬ 
tive  duty;  copies  of  effectiveness  reports,  training  completion  cer¬ 
tificates;  pertinent  correspondence. 

Authority  for  maintenance  of  the  system:  S  United  States  Code 
301,  10  use  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Serves  as  a  training 
record  for,  'Participation  and  Assignment  Within  the  Reserve  Com¬ 
ponents;'  used  by  supervisory  personnel  to  determine  eligibility  for 
promotion  or  reassignment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Retention  and  disposal:  Retained  in  office  files  for  two  years  after 
the  individual  completes  or  discontinues  a  training  course,  then 


retired  to  Washington  National  Records  Center,  Washington  DC 
20409,  and,  after  28  additional  years,  they  are  then  destroyed  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System,  managcr(s)  and  address:  Director  of  Information.  Office 
of  the  Secretary  of  the  Air  Force  (SAF/01),  Washington  D.C.  20330 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Reserve  Forces  Liaison  Officer.  Office  foi 
Resources  and  Projects,  Secretary  of  the  Air  Force  Office  of  Infor¬ 
mation  (SAF/OIR),  Room  5C960.  The  Pentagon.  Washington,  DC 
20330,  telephone  (202)  OX-76240.  Individuals  inquiring  by  mail 
should  furnish  their  name  and  service  number.  Individuals  making 
personal  visits  to  the  Office  for  Resources  and  Projects  should 
have  in  their  possession  a  valid  identification  card  (DD  Form 
2AF(RES). 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  by  contacting  the  Reserve  Forces  Liaison  Officer, 
Office  for  Resources  and  Projects.  Secretary  of  the  Air  Force  Of¬ 
fice  of  Information  (SAF/OIR)  Washington  D.C.,  20330. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F0350I  SGPC  M 

System  name:  Physician  Personnel  Files 

System  location:  At  Headquarters  United  States  Air  Force,  Office 
of  the  Surgeon.  'Directorate  of  Professional  Services,  Clinical 
Medicine  Division,  1000  Independence  Avenue,  Washington,  DC 
20314. 

Categories  of  indivldnals  covered  by  the  system:  All  physicians 
who  are  currently  on  active  duty  with  the  Untied  States  Air  Force 
(USAF)  or  who  are  scheduled  to  come  onto  active  duty  in  the 
USAF  via  selected 

Categories  of  records  in  the  system:  Physician  recruitment  pro¬ 
grams.  File  contains  personal  correspondence  to  and  from  in¬ 
dividual  physician,  forms  relating  to  assignment,  extensions,  train¬ 
ing,  certification,  other  documentation  concerning  specialty  qualifi¬ 
cations.  and  other  selected  documents. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Section  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrposes  of  such  uses:  Records  are  used  to  pro¬ 
vide  background  data  and  physician  assignment  desires  to  action 
officers  tasked  with  the  responsibility  to  assign  physicians  to  milita¬ 
ry  medical  activities.  Files  may  be  sued  by  Air  Force  Military  Per¬ 
sonnel  Center.  Office  of  the  Surgeon  to  assist  in  the  assignment  of 
physicians.  Files  may  also  be  used  to  prepare  letters  of  evaluation 
for  prospective  employers  and  entrance  or  advancement  in  profes¬ 
sional  societies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  protected  by  guards. 

Retention  and  disposal:  Retain  in  office  until  separation,  inactiva¬ 
tion,  when  purpose  has  been  served,  or  after  S  years,  whichever  is 
sooner,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning. 

System  manager(t)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

,  name,  social  security  number. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  may  be  obtained  from  the  System* 
Manager. 

Record  aoorcc  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F03S01  OCGBUZA 

System  aame:  Informational  Personnel  Training  Records 

System  location:  At  Headquarters  or  Major  Subordinate  Com¬ 
mands  and  at  all  levels  down  to  and  including  Air  Force  installa¬ 
tions,  groups  and  squadrons. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Battle  Com¬ 
mander,  Air  Defense  Commander,  Director  of  Operations  ,  Fighter 
Officer,  Aircraft  Control  and  Warning  Officer,  Operations  Officer, 
Watch  Officer,  Watch  technician.  Senior  Director(SD),  SD  techni¬ 
cian,  Senior  Weapons  DirectorfSWD),  SWD  Technician,  Weapons 
ControUeitWC),  WC  Technician,  Weapons  Assingment  Officer, 
Weapons  Assignment  Technician,  Enlisted  Weapons  Controller, 
Range  Safety  Officer 

Catagorics  of  records  ia  the  system:  Chronological  listing  of  duties 
and  experience,  records  pertaining  to  qualification  or  proficiency 
including  memos  of  record,  waivers,  and  appointments  to  boards, 
panels  and  etc,  student  records  from  United  Slates  Air  Force 
school  courses  teaching  ground  environment  systems  and/or 
procedures,  intercept  experience  records  including  records  from 
other  Commands 

AnthorHy  for  maiatcnaacc  of  the  system:  10  United  States  Code, 
Section  8012,  Secretary  of  the  Air  Force 

Roatlac  ascs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  collected  to 
insure  training  requirements  outlined  in  Aerospace  Defense  Com¬ 
mand  Manual  SO-S  Volume  One  are  accomplished.  Used  by  the 
local  organization  and  the  Major  Command  to  monitor  progress  of 
training 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  note  books,  file  folders  and  file 
cabinets 

Retrievability:  Retrieved  by  name,  rank  and  social  security  ac¬ 
count  number 

Safeguards:  Access  by  Records  Custodian  stored  in  locked 
cabinets  or  rooms 

Retention  and  dfaposal:  Retained  in  Office  until  discharge,  separa¬ 
tion,  or  reassignment  of  the  individual  then  given  to  individual 

S^Utem  maaagerfs)  and  address:  Chief  Atmospheric  Environment 
Division,  Aerospace  Defense,  Ent  AFB,  Co.  Command,  Region 
Control  Center  Chief/Operations  Officer 

Notifkatioa  procedure:  All  concerned  individuals  are  aware  of  the 
records  on  file,  access  is  readily  available  to  these  individuals  by 
going  to  their  local  Records  Custodian,  requests  for  access  by  in¬ 
dividuals  outside  the  military  should  be  addressed  to  the  lowest 
System  Manager  echelon 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  previous  i^rtinent 
United  States  Air  Force  assignments  and  United  States  Air  Force 
school  courses  teaching  ground  environment  systems  and/or 
procedures 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FR3S01  OCGBUZB 

System  name:  Informational  Personnel  Records. 

System  locatlou:  Headquarters  (HQ)  North  American  Air  Defense 
Command  (NORAD)  and  Aerospace  Defense  Command  (ADC) 
Directorate  of  Public  Affairs  and  Information,  Internal  Information 
Branch  (OIII),  Ent  Air  Force  Base  CO  80912 

Categories  of  Individnals  covered  by  the  system:  NORAD/ADC 
Subordinate  Public  Affairs/Information  Personnel 


Categories  of  records  in  the  system:  Professional  military  assign¬ 
ment  and  education  data  only 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code  8012 

Routine  uses  of  records  maintained  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  NORAD/ADC 
OIII  personnel  in  allocating  school  quotas,  making  follow-on  as¬ 
signments,  providing  military  career  counseling,  and  familiarizing 
staff  with  personnel  in  outlying  units.  Used  only  by  NORAD/ADC 
OI  personnel  as  an  internal  management  device. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabincts. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Chief,  NORAD/ADC  OIII 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  individuals 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OIACYVA 

System  aame:  03501  OIACYVA  Informational  Personnel  Records. 

System  location:  Air  Reserve  Personnel  Center,  38(X)  York  Street, 
Denver,  CO  8020S. 

Categories  of  individnals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel.  Retired  Air  Force  mili¬ 
tary  personnel.  Former  military  personnel. 

Categories  of  records  in  the  system:  Documents  pertaining  to  in¬ 
dividual,  that  are  not  authorized  for  inclusion  in  the  record  groups. 
Case  filed  by  names  of  individuals  in  general  correspondence  file. 

Authority  (or  maintenance  of  the  system:  Title  10  US  Code  Sec¬ 
tion  274  Retired  Reserve. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Working  files  used  by 
ARPC  military  personnel  technicians  for  determining  eligibility  for 
retirement  related  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSbj,). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  protected  by  guards. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  ip  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  his/her  retirement  date  or 
date  of  birth. 
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Record  acccM  proccdHrcs:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue.  Denver,  Colorado  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  individual  applying 
for  retirement,  statement  of  military  service  from  other  military 
branches,  correspondence  from  servicing  Consolidated  Base  Per¬ 
sonnel  Office/Consolidated  Reserve  Personnel  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OIACYVB 

System  name:  03501  OIACYVB  Informational  Personnel  Records. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  in  the  system:  Record  of  each  member's  ac¬ 
tive  duty  tour.  • 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  keep  a  current  record 
of  the  status  of  the  active  duty  tour  on  each  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver  CO  80280, 
7300  East 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer.  ARPC/DADP, 
7300  East  First  Avenue.  Denver.  Colorado  80280.  Written  requests 
for  informattion  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  corespondence 
received  from  ARPC.  Records  may  lie  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center.  7300  East  First  Av- 
neue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person's  SSN  at  time  of 
discharge 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver  CO  80280, 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  individual  applying 
for  a  tour  of  active  duty. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OIACYVC 

System  name:  03501  OIACYVC  Informational  Personnel  Records. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  in  the  system:  Documents  pertaining  to  in¬ 
dividuals  that  are  not  authorized  for  inclusion  in  the  group. 

Authority  for  maintenance  of  the  system:  10  US  Code  Section  275 
Reserve  Personnel. 


Routine  uses  of  records  maiatained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  ready  access 
to  an  individuak  name,  address,  social  security  account  number, 
position  occupied,  active  duty  orders  file,  training  reports,  answers 
to  routine  correspondence  and  routine  telephone  inquiries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Ckimmander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  his/her  current  Reserve 
status. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver.  Colorado  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  an^  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  individual  and  milita¬ 
ry  orders. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OIACYVD 

System  name:  03501  OIACYVD  Informational  Personnel  Records 
(Mobilization  Augmentee  File). 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Documents  pertaining  to  in¬ 
dividuals,  that  are  not  authorized  for  inclusion  in  the  record  groups. 

Authority  for  maintenance  of  the  system:  US  Code  Title  10  Sec¬ 
tion  275  Personnel  Records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  general  cor¬ 
respondence.  Used  by  Air  Force  active  duty  officer  and  enlisted 
personnel,  and  Air  Force  civilian  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name,  Social  Security  Number  (SSN) 
and  date  of  birth. 

Safeguardst  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properiy  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off.  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  nddreas:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC)  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
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7300  East  First  Avenue.  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name.  SSN,  current  mailing  ad¬ 
dress  and.  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room.  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue.  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  his/her  informational  per¬ 
sonnel  records  (Mobilization  Augmentee  File). 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue.  Denver,  Colorado  80380; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Consolidated  Base  Personnel  Of¬ 
fice/Consolidated  Reserve  Personnel  Office  and  major  command 
units. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F83501  OIACYVF 

System  aame:  03S0I  OIACYVF  Informational  Personnel  Records. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  tedhridnais  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel. 

Categories  of  records  in  the  system:  Correspondence  from 
reservist,  reserve  units  requesting  information  and  data  changes  as 
relates  to  reserve  members. 

Authority  for  mafaitcnancc  of  the  system:  Title  10  US  Code  273 
Personnel  Records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  update  and/or 
change  information  in  computer  or  Individual  Reservist  Record,  to 
advise  reservist  of  action  and  to  answer  unit  questions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Rctricvability:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
other  identification  num^r  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  protected  by  guards. 

Rctctttioa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off.  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver  CO  80280. 

Notification  procedure:  'Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  couk)  verify  his/her  place  of  birth. 

Record  access  procedures:  'Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  Colorado  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  source  documents 
prepared  on  behalf  of  the  Air  Force  Advanced  Personnel  Data 
System  or  supplied  by  reservist. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


F03501  OIACYVG 

System  aame:  03501  OIACYVG  Correction  of  Military  Records  of 
Officers  and  Airmen 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individnals  covered  by  the  system:  Air  Force 
Reserve  personnel  and  Air  National  Guard  personnel. 

Categories  of  records  in  the  system:  case  files  containing  letters 
from  individual  reservist  requesting  correction  of  military  record, 
related  documents  and  replies  to  reservist. 

Authority  for  maintenance  of  the  system:  lOUSC  273  Personnel 
Records. 

Routine  uses  of  records  maintained  in  the  system,  tocinding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  used  by  Office  Managers 
and  Section  supervisors  and  technicians  to  process  correction  of 
reserve  records  when  requested.  Base  files  are  sent  to  Military  Per¬ 
sonnel  Center  for  final  action 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms,  protected  by  guards  and  controlled  by  personnel 
screening. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maoager(s)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC) 

NotiQcation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP. 
7300  East  First  Avenue.  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  fuD  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver.  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  SSN  at  time 
of  discharge. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  Colorado  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  from  personnel  rectn-ds 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOaSOl  OJ  DP  A 

System  name:  Officer  Status  File  \ 

System  location:  Headquarters  Air  Training  Command(ATC) 
Deputy  Chief  of  Staff  for  Personnel(DCS/P),  Randolph  Air  Force 
Base.  TX.  78148. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuals  covered  by  tbe  system:  All  active  duty 
ATC  Permanent  Party  Officers  below  colonel 

Categories  of  records  in  the  system:  Individual  military  records 
containing  current  and  projected  assignment  data  for  ATC  tour 

Antbority  for  maintenance  of  tbe  system:  44  USC  3101 

Routine  uses  of  records  maintained  in  tbe  system,  incinding  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  DCS/P  uses  data  to  con¬ 
trol  intracommand  reassignments 

Policies  and  practices  for  storfag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 
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PRIVACY  ACT  ISSUANCES 


Safegaardi:  Records  are  accessed  by  persoii(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Stored  in  locked  building 

RHeutioa  aad  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcrts)  aad  address;  DCS/P  ATC  Randolph  Air  Force 
Base  TX  78148 

NotificatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of-the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  esempted  from  certain  provisions  of  the  act:  NONE 
F03S01  OJ  DP  B 

System  name:  Status  of  Ineffective  Recruiter 

System  location:  Headquarters  Air  Training  Command(ATC) 
Deputy  Chief  of  Staff  for  Personnel(DCS/P),  Randolph  Air  Force 
Base.  TX.  78148 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Active  duty  ATC 
enlisted  recruiter  personnel  relieved  from  duty 

Categories  of  records  in  the  system:  Individual  military  record 
containing  active  case  data 

Authority  (or  maintenance  of  the  system:  44  USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  DCS/P  uses  data  to 
monitor  relief  action 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Stored  in  locked  building 

Retention  and  disposal:  Retained  in  office  files  until  discharge, 
separation,  or  reassignment  of  the  individual,  then  returned  to  ser¬ 
vicing  consolidated  base  personnel  office  for  disposition. 

System  manager(s)  and  address:  DCS/P  Randolph  Air  Force  Base 
TX  78148 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S0I  OJ  DP  D 

System  name:  Key  Personnel  Status  Report 

System  location:  Headquarters  Air  Training  Command(ATC) 
Deputy  Chief  of  Suff  for  Personnel  (DCS/P)  Randolph  Air  Force 
Base,  TX.78148 

Official  tnailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  ATC  active 
duty  colonels  and  selectees 


Categories  of  records  fas  the  system:  Individual  military  records 
containing  locator  data 

Aathority  (or  maintenance  of  the  system:  44  (JSC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposm  of  such  uses:  DCS/P  uses  data  to  in¬ 
sure  currency  of  colonel  assignment  data 
Policies  aad  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  DCS/P  Randolph  Air  Force  Base 
TX  78148  • 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance,  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  (U  JA  A 

System  name:  Record  of  Individual  Counseling 
System  location:  At  each  Air  Training  Command  technical  and 
flying  training  base. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  military  per¬ 
sonnel  assigned  to  Air  Training  Command  counselled  for  offenses 
or  incidents 

Categories  of  records  in  the  system:  Counseling  record 
Authority  (or  maintenance  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Advise  Commander  of 
counselling 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  Name,  grade,  SSAN 
Safeguards:  Locked  cabinet  by  unit  Commander  access 
Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managers)  and  address:  Staff  Judge  Advocate,  Air  Train¬ 
ing  Command,  Randolph  Air  Force  Base,  TX  78148 

Notification  procedure:  Immediate  Commander,  name,  SSAN, 
visit  Commander  for  information 
Record  access  procedures:  Immediate  Commander  and 
Sysmanager 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Supervisor,  1st  Sgt,  Commander  of 
military  member  counselled 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OKPNQSC 

System  name:  AFJROTC  Instructor  Records  System 
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Systcai  locatkM;  AFROTC/JRI, 

At  Headquarters  Air  University.  Maxwell  Air  Force  Base,  AL 
361 12. 

Catctorlca  of  ladivMaals  covered  by  the  tystem:  AFJROTC  in¬ 
structors  ;past  and  present 

Categories  of  records  in  the  system:  AFROTC  Form  0-226, 
Processing  Checklist;  AFROTC  Form  0-222,  Applicant  Evaluation 
Form;  AFROTC  Form  0-200,  Appbeation;  Applicant  Interview 
Record;  Commander's  Recommendation  (for  Noncommissioned  Of¬ 
ficers  on  active  duty  only);  last  10  Airmen  Performance  Reports  or 
Officer  Effectiveness  Reports,  or  summary  of  last  10  reports  which 
include  period  of  supervision  and  overall  evaluation:  letter 
requesting  Defense  Central  index  of  Investigation  (DCII)  name 
check;  photograph;  DD  Form  214,  Report  of  Separation  from  Ac¬ 
tive  Duty,  Retirement  Order;  miscellaneous  correspondence  such  as 
resumes  and  letters  of  recommendation;  copy  of  Air  Force  retire¬ 
ment  physical  and  Physical  Evaluation  Board  findings  if  applicant 
is  retired  with  30  percent  or  more  disability;  copy  of  Veterans  Ad¬ 
ministration  (VA)  Form  Letter  (FL)  21-826,  VA  Form  20-822,  VA 
FL-21-826,  and  VA  Form  21-6782,  if  applicant  is  retired  with  30 
percent  or  more  disability  awarded  by  Veterans  Administration; 
letter  requesting  medical  evaluation  of  AFJROTC  instructor  appli¬ 
cants  for  personnel  retired  with  30  percent  or  more  disability;  letter 
from  school  officials  indicating  effective  date  of  employment  and 
termination  of  employment;  hiring  checklist;  AFROTC  Form  O- 
217,  Chauge  in  AFJROTC  Instructor  Status;  AFROTC  Form  0-214, 
AFJROTC  Instructor  Contract  ^ard;  AFROTC  Instructor  cer¬ 
tificates;  letters  pertaining  to  warning  on  or  change  of  instructor 
certification  status;  AFROTC  form  98  or  o-2l8  Air  Force  junior 
ROTC  aerospace  education  instructor  evaluation  report;  letters  per¬ 
taining  to  appeals  of  ratings  and  /or  comments  on  AFROTC  form 
98  or  0-218,  Air  Force  Junior  ROTC  aerospace  education  instructor 
evaluation  report;  instructor  termination  questionnaire. 

Antboiity  for  ■aintcnancc  of  the  systcai:  PI  88-647. 

Routlac  uses  of  records  maintained  la  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  is  col¬ 
lected  to  determine  il  instructor  is  meeting  Air  Force  standards. 
Routine  use  includes  the  referral  of  any  individual's  records,  if 
requested,  to  the  Department  of  Defense.  Department  of  Justice, 
law  enforcement  or  investigatory  authority  for  investigation  of 
possible  criminal  prosecution,  civil  court  action,  or  regulatory 
order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Rctrlcvahillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  untO  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Chief,  Instructor  Management 
Division,  AFROTC/JRI,  Maxwell  Air  Force  Base,  AL  36112. 

Notlflcatloa  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

/  individuals  who  write  must  furnish  name,  grade,  SSAN,  unit  of 
assignment  and  address.  Visitors  must  show  armed  forces  identifi¬ 
cation  card  and  some  additional  source  of  positive  identification 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtamed  from  educational  institutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  witnesses. 


Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certaia  provIshMU  of  the  act:  NONE 
F035«l  OKPNQSD 

System  aamc:  Air  Force  Junior  ROTC  (AFJROTC)  Instructor  Ap¬ 
plicant  System. 

System  location:  AFROTC/JRI, 

At  Headquarters  Air  University,  Maxwell  Air  Force  Base,  AL 
36112. 

Categories  of  individuals  covered  by  the  system:  AFJROTC  appli¬ 
cants 

Categories  of  records  la  the  system:  Name,  rank,  social  security 
number,  address,  overall  evaluation  .  retirement  date,  applicant 
status,  application  date,  school/city/state  preference,  birth  date, 
processing  checklist ;apphcaht  evaluation  form,  application  form, 
applicant  interview  record;  last  ten  Airmen  performance  reports  or 
officer  effectiveness  reports,  or  summary  of  last  ten  reports  which 
includes  period  of  supervision  and  ove^U  evaluation;  letter 
requesting  Defense  Central  Index  of  Investigation  (DCII)  name 
check;  photograph;  report  of  separation  from  active  duty;  retire¬ 
ment  order;  commander's  recommendation  for  noncommisioned  of¬ 
ficers  active  duty  only;  derogatory  information;  miscellaneous  cor¬ 
respondence  such  as  resumes  and  letthrs  of  recommendation  pro¬ 
vided  by  applicant. 

Authority  for  maintenance  of  the  system:  PI  88-647. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  evaluate  appli¬ 
cant  qualificatiohs  for  employment  as  AFJROTC  instructors. 
Name,  rank  and  address  of  applicant  furnished  to  school  when 
nominated  for  employment.  Information  is  furnished  the  authority 
performing  the  DCII  name  check. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retrievabiiity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Grade 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

building  locked  after  duty  hours 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  and  address:  Chief,  instructor  management 
division,  AFROTC/JRI,  Maxwell  Air  Force  Base,  al  36112. 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

individuals  who  write  for  information  must  furnish  name,  grade, 
social  security  number  and  address.  Visitors  must  show  armed 
forces  identification  card  and  an  additional  source  of  positive 
identification 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  a  state  or  local  government 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 
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Syttcnit  exempted  from  ccrUla  provisioM  of  tke  act:  NONE 
F03S01  OMUHHZA 

System  name:  Personnel  Interview  Record 
System  location:  79  Aircraft  Early  Warning  Control  System 
Homestead  Air  Force  Base  FL  33030;  4S2  Tactical  Airlift  Wing 
(TAW)  Hamilton  Air  Force  Base.  CA  94934;  446  Military  Airlift 
Wing  (MAW)  Assoc  McChord  Air  Force  Base,  WA  98438;  459 
TAW  Andrews  Air  Force  Base,  MD  20331;  445  MAW  Assoc  Nor¬ 
ton  Air  Force  Base,  CA  92409;  442  TAW  Richards  Gebaur  Air 
Force  Base,  MO  64030;  det  507  301  Tactical  Fighter  Wing  Tinker 
Air  Force  Base,  OK  73145;  439  TAW  Westover  Air  Force  Base, 
MA  01022;  512  MAW  Associate  Dover  Air  Force  Base,  DE  1901; 
det  508  301 TFW  Hill  Air  Force  Base.  UT  84406;  440  TAW  Gen 
Billy  Mitchell  Fid  WI  53207;  910  Tactical  Fighter  Group  (TFG) 
Youngstown  MAP  OH  44473;  911  TAG  GTR  Pittsburgh  lAP  PA 
15231;  913  TAG  WUlow  Grove  Airport  PA  19090;  908  TAG  Max¬ 
well  Air  Force  Base,  AL  36112;  514  MAW  Assoc  McGuire  Air 
Force  Base.  NJ  08641;  914  TAG  Niagara  Falls  MAP  NY;  917  TFG 
Barksdale  Air  Force  Base,  LA  71110;  919  TAG  Eglin  Air  Force 
Base,*  FL  32542;  920  TAG  Keesler  Air  Force  Base,  MS  39534;  924 
TAG  Ellington  Air  Force  Base,  TX  77209;  94  TAW  Dobbins  Air 
Force  Base,  GA  30060;  301  TFW  Carswell  Air  Force  Base,  TX 
76127;  926  TAG  United  States  Naval  Air  Station  New  Orleans  LA 
70037;  940  TAG  McClellan  Air  Force  Base,  CA  95652;  934  TAG 
Minneapolis  St  Paul  lAP  MN  55417;  928  TAG  Chicago  Ohare  lAP 
IL  60666;  932  YAG  Scott  Air  Force  Base,  IL  62225;  302  TAW 
Rickenbacker  Air  Force  Base,  OH  43217;  315  MAW  Assoc  Char¬ 
leston  Air  Force  Base.  SC  29404;  349  MAW  Assoc  Travis  Air 
Force  Base.  CA  94535;  403  TAW  Seldridge  Air  Force  Base,  MI 
48045  ;  433  TAW  KeUy  Air  Force  Base.  TX  78241;  434  TFW  Gris¬ 
som  Air  Force  Base,  IN  46970 

Categories  of  Individuals  covered  by  the  system:  All  USAF 
Reserve  non  prior  service  A  prior  service  applicants 
Categories  of  records  la  the  system:  Data  on  military  and  civilian 
history  for  interviewing  and  tentatively  qualifying  a  prospect 
Authority  tor  maintenaace  of  the  system:  10  U'SC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  interviewing 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  roll  microfilm.  . 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  AFRES/RS,  Robins  AFB,  GA 
31098 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03591  OMUHHZB 
System  name:  Curriculum  Vitae 

System  location:  Air  Force  Reserve/Surgeon  General  Robins  Air 
Force  Base,  GA  31098  regions/tsg.  Official  mailing  addresses  are  in 
the  Department  of  Defense  Directory  in  the  appendix  to  the  Air 
Force’s  system  notice. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  Medical  Service  Corps  personnel 
Categories  of  records  in  the  system:  Civilian  and  military  educa¬ 
tional  and  professional  background 
Antbority  for  maintenance  of  tbe  system:  10  USC  80l2 
Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  background 


information  on  Medical  Service  Corps  personnel.  Provides  this  HQ 
with  information  for  the  award  of  Air  Force  Specialty  Codes  and 
for  one-fime  special  requests. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Command  Surgeon  HQ  AFRES 
Robins  Air  Force  Base,  GA  31098 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S01  OQAGGNA 

System  name:  Informational  Personnel  Records. 

System  location:  Squadrons  Altus  Air  Force  Base,  OK  73521 
Categories  of  individuals  covered  by  tbe  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  in  the  system:  Letters  of  appreciation  letters 
of  counselling  and  documents  such  as  orders  personnel  action 
forms  and  security  clearances 

Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Ready  reference  for 
Commanders  pertaining  to  assigned  personnel  Commanders  to  eval¬ 
uate  performance  and  assignment  actions 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

Retained  in  office  files  until  reassignment  or  separation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  address:  Squadron  Commanders 
Notificatioo  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

present  military  identification  written  request  will  contain  name 
rank  and  SSAN 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  , 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 
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Systcni  cicmptcd  froia  ccrtafai  provbiou  of  the  act:  NONE 
F03501  OTKWRDC 

Syitcai  name:  Informational  Personnel  Records. 

System  location:  Holloman  Air  Force  Base,  NM  88330 

Categories  of  individuals  covered  by  the  system:  Personnel  with 
derogatory  information 

Categories  of  records  in  the  system:  Squadron  file  copy  of  all 
derogatory  information,  article  15.  letter  of  reprimand,  control 
roster,  court-martial  orders,  letters  of  indebtedness 

Authority  lor  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  reference.  Squadron 
administrative  and  disciplinary  functions  Squadron  Commander, 
First  Sergeant,  and  Administrative  Management  Officer  supporting 
documentation  for  administrative  actions  such  as  discharge 
proceedings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievahility:  Filed  by  Name 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms.  - 

Reteatioa  aad  disposal:  Files  are  maintained  until  an  individual 
departs  the  Squadron  through  reassignment  or  discharge;  an  in¬ 
dividual's  file  is  destroyed  by  tearing  into  pieces,  shredding  .pulp¬ 
ing.  macerating,  or  burning. 

System  managerfs)  and  address:  First  Sergeant,  49th  Field  Main¬ 
tenance  Squadron,  Holloman  Air  Force  Base,  NM  88330 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Full  name.  SSAN,  and  military  status  valid  identification  card, 
driver’s  license  and  discharge  cer^kate  are  required. 

Record  ncceea  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  trade  associations. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OTMUHJA 

System  name:  Informational  Personnel  Records.  (OI  personnel 
background) 

System  location:  Directorate  for  Information,  HQ  Tactical  Air 
Command  (OIX)  Langley  Air  Force  Base,  VA  2366S 

Categories  of  individuals  covered  by  the  system:  All  personnel, 
Mihtary  and  Civilian,  assigned  to  the  Information  function  within 
Tactical  Air  Command  (TAC). 

Categories  of  records  in  the  system:  Background  record  name, 
date  of  rank,  date  assigned,  date  separation.  Air  Force  specialty 
codes,  photo,  education,  training,  home  address,  telephone  no.,  and 
assignments. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Directorate  of 
Information,  Headquarters,  Tactkal  Air  Command  to  identify  per¬ 
sonnel  for  deployment  in  exercises,  contingencies,  and  for  intra- 
command  reassignment. 

Polkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Maintained  on  computer  paper  printouts. 

Maintained  on  aperture  cards. 

RetrievahiUty:  Filed  by  Name. 


Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

HQ  TAC/OIX,  Langley  Air  Force  Base.  VA  23665. 

Notifkation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Request  must  contain  name  and  organization  of  assignment,  ID 
card  or  drivers  license. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to  . 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  gaining/losing  Major  Command 
Personnel  Files  AFMPC  Office  of  Information  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OUMCBVA 

System  name:  Geographically  Separated  Unit  Copy  Offker  Effec¬ 
tiveness  &  Airman  Performance  Report 
System  location:  At  headquarters  of  major  subordinate  commands 
and  numbered  Air  Forces.  Official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Categories  of  faidividnab  covered  by  the  system:  Officers  and  Air¬ 
men 

Categories  of  records  in  the  system:  Officer  Effectiveness  Report 
(OER)  and  Airmen  Performance  Report  (APR) 

Authority  for  maintenance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Use  as  a  record  to  in¬ 
dicate  individual’s  past  job  performance 

Polkks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrkvability:  Filed  by  Naine. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  At  Headquarters  of  Major  Subor¬ 
dinate  Commands  and  numbered  Air  Force  offkial  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  Directory  in  the  appendix 
to  the  Air  Force  systems  notice 

Notifkation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assbtance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  OER  and  APR  data 
Systems  exempted  from  certain  provbions  of  the  act:  NONE 
F03561  OOVDYDA 

System  name:  Informational  Personnel  Records. 

System  location:  Military  Airlift  Command  Deputy  Chief  of  Staff, 
Operations,  Executive  Office.Scott  Air  Force  Base,  IL  62225 
Categories  of  individuak  covered  by  the  system:  All  active  duty 
military  personnel. 

assigned  to  Military  Airlift  Command  Operations 
Categories  of  records  in  the  system:  Letters  of  welcome,  assign¬ 
ment  notification,  AF  Forms  2095,  effectiveness  report  notkes, 
commendation  letters,  locator  cards 
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AutkorHy  for  moiatcooocc  of  the  syrtcoi:  44  USC  3101 

RooUac  utet  of  records  maiaUiDcd  la  the  systen,  iacludlag  catego¬ 
ries  of  osers  aad  the  parposcs  of  such  uses:  Backup  personnel  data 
and  source  documentation 

FoHcies  aad  practices  for  storing,  retrieving,  accessing,  retaialag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Ffted  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Retained  in  office  files  for  six  months  after  the  individual  ter¬ 
minates  military  service,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  uiaaagcrts)  and  address:  Deputy  Chief  of  Staff /Personnel, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  file  clerk 

Record  access  procedures:  Individual  gains  access  from  file  clerk 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Sy.stems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces, 

Information  obtained  from  police  and  investigating  officers. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
F03S01  OSHCHLG 

System  name:  Air  Intelligence  Manpower  Management  System 
(AIMMS) 

System  location:  Air  Force  Intelligence  Service  (ABFIS),  Pen¬ 
tagon,  Washington  DC  20330 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Air  Force  civilian  employees.  ' 

Categories  of  records  in  the  system:  Personal  data.  Air  Force  Spe¬ 
ciality  Code,  Manpower  data.  Address,  Phone  Nos.,  Spouse,  Date 
of  Birth,  Date  of  Rank,  Date  of  Arrival 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Locator  purposes,  as¬ 
signment  actions,  utilized  by  AF/Intelligence-AFIS  Directors  only 
AFIS/Director  of  Personnel 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Maintained  on  computer  magnetic  tapes. 

RetrievabilHy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  Director  of  Personnel,  Air  Force 
Intelligence  Service,  Pentagon,  Washington  DC  20330 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 


Coatcstlag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  individuals  concerned 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
Fd350l  05HCHLH 

System  name:  Reserve  Management  and  Mobilization  System 
(RMAMS) 

System  location:  At  Air  Force  Intelligence  Service  (RE),  Bolling 
AFB.  Wash,  DC  20332. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Assigned  or  attached  to  Air  Force  Intelligence  Service  (AFIS), 
transferred  or  retired  reservists  from  AFIS,  reservist  who  have  ap¬ 
plied  for  assignment  to  AFIS 

Categories  of  records  in  the  system:  Biographic  information 
(personal  and  military),  language  info,  education  info,  reserve  tour 
duty  info,  home  info,  employment  info,  security  info,  experience 
info  (intel^ence  civilian  foreign  area),  scientific  and  technical  info, 
specialty  info 

Authority  for  maintenance  of  the  system:  Title  10  USC  27S 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  manage  assigned  and 
attached  reservists  career.  Directorate  of  Intelligence  (Dl) 
Aerospace  Defense  Command,  DI  AF  Communcations  Service,  Dl 
AF  Logistics  Command.  Dl  Air  Training  Command,  Dl  Air  Univer¬ 
sity.  Dl  Alaskan  Air  Command,  DI  Military  Airlift  Command,  Dl 
Pacific  Air  Forces.  DI  Strategic  Air  Command,  DI  Tactical  Air 
Command.  DI  United  States  Air  Force  in  Europe,  Dl  United  States 
Air  Force  Security  Service,  DI  United  States  Air  Forces  Southern 
Command,  DI  Air  Force  Intelligence  Service,  DI  Air  Force  Inspec¬ 
tion  and  Safety  Center,  Dl  Air  Force  Test  and  Evaluation  Center, 
DI  Air  Force  Reserve,  DI  Air  National  Guard,  DI  Air  Reserve  Per¬ 
sonnel  Center,  Defense  Intelligence  Agency,  Central  Intelligence 
Agency,  user  determines  if  reservist  qualified  to  perform  reserve 
tour 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  paper  printouts. 

RetrievabilHy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  arc  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Director  Intelligence  Reserve 
Forces  • 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  . 

Record  source  categories:  Individual,  Air  Reserve  Personnel 
Center 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OdSCEYA 

System  name:  Air  Force  Audit  Agency  (AFAA)  Personnel  Elec¬ 
tronic  Evaluation,  Reporting  System  (PEERS) 

System  location:  HQ  Air  Force  Audit  Agency,  AFAA/CC,  Norton 
Air  Force  Base,  CA  92409 

Categories  of  individuals  covered  by  the  system:  AFAA  Active 
Duty  officer  personnel  AFAA  Active  Duty  airman  personnel 

Categories  of  records  in  the  system:  Grade  Record  Chronological 
Listing  Of  Service  Record  Related  Job  Experience  Record  Foreign 
Service  Record  Education  and  Training  Record  Service  Record  Of- 
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ficer  Effectivenesf  and  Airman  Performance  Report  Record  Air 
Force  Specialty  Code  Record  Personal  Record  Career  and  Separa¬ 
tion  Record  Flying  -  Rated  Record  Current  Assignment  Record  As¬ 
signment  Preference  Record 

Authority  for  maiiitcnaiiec  of  the  system:  Title  10,  US  Code  8014a 
and  8032b<l) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  managing  the 
careers  of  all  military  personnel  assigned  to  AFAA,  regarding  as¬ 
signment,  reassignment,  classification,  professional  military  educa¬ 
tion.  Determining  eligibility/qualifications  for  promotion.  Regular 
Air  Force  appointment,  separation,  retirement,  reenlhtment,  career 
reserve  status,  and  Bootstrap  education  program.  Users  -  Command 
section  AFAA.  Directorate  of  Resources  Management  staff. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbpoaal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  burning,  or  degaussing. 

System  managcr(s)  and  address:  The  Auditor  General,  Air  Force 
Audit  Agency  (AFAA/CC),  Norton  AFB  CA  92409 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  the  Director  of  Resources  Management  Air  Force  Audit 
Agency  (AFAA/RM),  Norton  AFB  CA  92409 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
,  the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

And  information  provided  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  OdSCEYB 

System  name:  Informal  Airmen/Reserve  Information  Record 

System  location:  HQ  Air  Force  Audit  Agency  (AFAA), 
AFAA/CC,  Norton  Air  Force  Base,  CA  92409 

Categories  of  Individuals  covered  by  the  system:  Air  Force  Audit 
Agency  active  duty  enlisted  personnel  Air  Force  Audit  Agency  in¬ 
active  reserve  personnel 

Categories  of  records  In  the  system:  Record  of  Emergency  Data 
Ainnan/Officer  performance/effectiveness  reports  Personnel  As¬ 
signment  Actions  Reassignment  Orders  Assignment  Preference 
Statement  Promotion  orders  Awards/Decorations  -  Orders  and  Cita- 
.tions  Enlistment  Contract  Airman/Officer  Military  Record  (AF 
Form  7/11)  Reserve  Personnel  Data  Sheet  Applications  for  Active 
Duty  Tours  and  Assignment  Orders  Application  for  Reserve  As¬ 
signment  Ready  Reserve  Service  Agreement  Transitory  correspon¬ 
dence  pertaining  to  career  management  during  individual’s  assign¬ 
ment  to  AFAA. 

Authority  for  maintenance  of  the  system:  Title  10,  US  Code  8014a 
and  8032b(l) 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Staff  applications  for 
reserve  active  duty  tours.  Determine  performance  qualifications. 
Repository  to  support  entries  in  AFAA  Personnel  Electronic 
Evaluation  Reporting  System  (PEERS).  Users  •  Command  section 
AFAA.  Directorate  of  Resources  Management  staff. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 


Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  pcrson(t)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioo  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  addr^:  The  Auditor  General,  Air  Force 
Audit  Agency  (AFAA/CC),  Norton  AFB  CA  92409 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  the  Director  of  Resources  Management  (AFAA/RM),  Nor¬ 
ton  AFB  CA  92409 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

,information  provided  by  the  individual  and  Consolidated  Base 
Personnel  Office  (CBPO). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S01  06SCEYC 

System  name:  AFAA  Management  Information  System  -  Career 
File  * 

System  location:  Managed  at  Headquarters  Air  Force  Audit  Agen¬ 
cy,  AFAA/CC,  Norton  Air  Force  Base,  CA  92409 

Categories  of  individuals  covered  by  the  system:  Air  Force  Audit 
Agency  active  duty  officer  personnel  Air  Force  Audit  Agency  ac¬ 
tive  duty  enlisted  personnel  Air  Force  Audit  Agency  civilian  em¬ 
ployees 

Categories  of  records  la  the  system:  Identification/Demographic 
Records  Current  Assignment  Records  Assignment  Histo¬ 
ry/Experience  Records  Assignment/Job/Training  Preference 
Records  Completed  Civilian  Education  Records  In-Progress  Civilian 
Education  Records  Professional  Military  Education  Records  Off- 
Duty  Education  Records  Accreditation/Certification  Records  Per¬ 
formance  Evaluation  Records  Membership  in  Professional  Or¬ 
ganizations  Records  Grade/Rank  Records  Pay  Status  Records 
Training  Requirements  Records  Training  Scheduled/In-Progress 
Records  Training  History  Records  Career  Development  Planning 
Records  Awards/Decorations  Records  Statistical  Records  Foreign 
Service  Records  Air  Force  Specialty  Code  Records 

Authority  (or  maintenance  of  the  system:  Title  10,  US  Code  8014a 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  in  managing  the 
careers  of  all  military  and  civilian  personnel  assigned  to/  employed 
by  the  AFAA.  Uses  include  all  necessary  personnel  actions  regard¬ 
ing  employment;  assignment;  reassignment;  reemployment;  classifi¬ 
cation;  determining  eligibility/qualifications  for  promotion;  selec¬ 
tions  for  promotion  (civilian  employees);  Regular  Air  Force  ap¬ 
pointments  (military  officers);  separations  and  retirement;  reenlist¬ 
ments  (enlisted  personnel);  career  reserve  status  (military  officers); 
conversion  to  career  tenure  (civilian  employees);  Bootstrap  Educa¬ 
tion  Program  (military  personnel);  approval  and  funding  of  off-duty 
education  (civilian  employees):  monitoring  progress  of  off-duty 
education  (military  and  civilian  personnel);  determining  status  of 
educational  achievements  (civilian  institution  education  and  profes¬ 
sional  military  education);  processing  awards  and  decorations;  ob¬ 
taining,  scheduling,  monitoring,  and  recording  training  require¬ 
ments,  training  in-progress,  and  training  history;  assisting  and  ad¬ 
vising  individuals  regarding  career  development;  selecting  manag¬ 
ing,  and  reporting  education/training  for  persons  selected  for  execu¬ 
tive  development;  preparing  statistical  summaries;  and  preparing 
required  reports  for  higher  headquarters  and  providing  requested 
management  information  to  the  AFAA  Command  Section.  Users  - 
Command  Section,  AFAA  and  Directorate  of  Resources  Manage¬ 
ment  Staff. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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PRIVACY  ACT  ISSUANCES 


Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

MainUined  on  computer  paper  printouts. 

Rctricvability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

.  Retention  and  disposal:  Retained  in  office  files  until  superceded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating, 
burning,  or  degaussing.  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  burning,  or  degaussing. 

System  managcr(s)  and  address:  The  Auditor  General, 
(AFAA/CC),  Norton  Air  Force  Base,  CA  92409 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Director  of  Resources  Management  (AFAA/RM),  HQ  Air  Force 
Audit  Agency,  Norton  AFB,  CA  92409 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

And  Data  provided  by  the  individuals  themselves  and  inputs  from 
manual  military  and  civilian  personnel  systems 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  06SCEYD 

System  name:  Air  Force  Audit  Agency  Office  Personnel  Fde 

System  location:  Command  Section,  AFAA/CD,  Norton  AFB  CA 
92409;  Directorate  of  Operations,  AFAA/DO,  Norton  AFB  CA 
92409;  Directorate  of  Plans,  AFAA/XP,  Norton  AFB  CA  92409; 
Directorate  of  Resources  Management,  AFAA/RM,  Norton  AFB 
CA  92409;  Office  of  the  Assistant  Auditor  General,  CSAF/ACU, 
Washington,  D.C.  20330;  Air  Force  Audit  Agency,  Central  Region 
(AFAA/AGC)  Carswell  AFB  TX  76127;  Air  Force  Audit  Agency, 
Eastern  Region  (AFAA/AGE)  Langley  AFB  VA  2366S;  Air  Force 
Audit  Agency,  European  Region  (AFAA/AGU)  APO  NY  09332; 
Air  Force  Audit  Agency,  Western  Region  (AFAA/AGW)  Norton 
AFB  CA  92409;  Air  Force  Audit  Agency,  Service  Wide  Systems 
Division  (AFAA/AGP)  Norton  AFB  CA  92409;  Air  Force  Audit 
Agency  Office,  Acquisition  Systems  Division  (AFAA/AGS),  Bldg 
3226  Stop  12,  Andrews  AFB  DC  20331;  Air  Force  Audit  Agency 
office.  Logistic  Systems  Division  (AFAA/AGL),  Wright-Patterson 
AFB  OH  4S433;  Air  Force  Audit  Agency  Office,  Altus  AFB  OK 
73321;  Air  Force  Audit  Agency  Office,  Barksdale  AFB  TX  71110; 
Air  Force  Audit  Agency  Office,  Bergstrom  AFB  TX  78743;  Air 
Force  Audit  Agency  Office,  Blytheville  AFB  AR  72313;  Air  Force 
Audit  Agency  Office,  Cannon  AFB  NM  88101;  Air  Force  Audit 
Agency  Office,  Carswell  AFB  TX  76127;  Air  Force  Audit  Agency 
Office,  Duluth  LAP  MN  33814;  Air  Force  Audit  Agency  Office,  PO 
Box  547,  Dyess  AFB  TX  79607;  Air  Force  Audit  Agency  Office, 
Ellington  AFB  TX  77030;  Air  Force  Audit  Agency  Office,  Ell¬ 
sworth  AFB  SD  37706;  Air  Force  Audit  Agency  Office,  England 
AFB  LA  71301;  Air  Force  Audit  Agency  Office,  Ent  AFB  CO 
80912;  Air  Force  Audit  Agency  Office,  F  E  Warren  AFB  WY 
82001;  Air  Force  Audit  Agency  Office,  Grand  Forks  AFB  ND 
58201;  Air  Force  Audit  Agency  Office,  HolKtman  AFB  NM  88330; 
Air  Force  Audit  Agency  Office,  Lackland  AFB  TX  78236;  Air 
Force  Audit  Agency  Office,  Little  Rock  AFB  AR  72076;  Air  Force 
Audit  Agency  Office,  Lowry  AFB  CO  80230;  Air  Force  Audit 
Agency  Office,  Malmstrom  AFB  MT  39402;  Air  Force  Audit  Agen¬ 
cy  Office,  Minot  AFB  ND  38701;  Air  Force  Audit  Agency  Office, 
Offutt  AFB  NE  68113;  Air  Force  Audit  Agency  Office,  ATC- 
AFAA,  Randolph  AFB  TX  78148;  Air  Force  Audit  Agency  Office, 
Reese  AFB  TX  79489;  Air  Force  Audit  Agency  Office,  Richards- 
Gebaur  AFB  MO  64030;  Air  Force  Audit  Agency  Office,  PO  Box 


3427,  PSC  2,  Sheppard  AFB  TX  76311;  Air  Force  Audit  Agency 
Office,  USAF  Academy  CO  80840;  Air  Force  Audit  Agency  Office, 

Webb  AFB  TX  79720;  Air  Force  Audit  Agency  Office,  Whiteman 
AFB  MO  63301;  Air  Force  Audit  Agency  Office,  APO  New  York 
09823;  Air  Force  Audit  Agency  Office,  Andrews  AFB  Washington 
DC  20331;  Air  Force  Audit  Agency  Office,  Chanute  AFB  IL  61868; 

Air  Force  Audit  Agbncy  Office,  Charleston  AFB  SC  29404;  Air 
Force  Audit  Agency  Office,  Dover  AFB  DE  19901;  Air  Force 
Audit  Agency  Office,  Griffiss  AFB  NY  13440;  Air  Force  Audit 
Agency  Office,  Grissom  AFB  IN  46970;  Air  Force  Audit  Agency  ^ 

Office,  Homestead  AFB  FL  33030;  Air  Force  Audit  Agency  Office, 

Keesler  AFB  MS  39334;  Air  Force  Audit  Agency  Office,  Kincheloe 
AFB  MI  49788;  Air  Force  Audit  Agency  Office,  K  I  Sawyer  AFB 
MI  49843;  Air  Force  Audit  Agency  Office,  Langley  AFB  VA  ^ 

23663;  Air  Force  Audit  AGency  Office,  Rickenbacker  AFB  OH  j 

43217;  Air  Force  Audit  Agency  Office,  Loring  AFB  ME  04730;  Air 
Force  Audit  Agency  Office,  PO  Bok  6032,  MacDill  AFB  FL  33608; 

Air  Force  Audit  Agency  Office,  Maxwell  AFB  AL  36112;  Air 
Force  Audit  Agency  Office,  McGuire  AFB  NJ  08641;  Air  Force 
Audit  Agency  Office,  Myrtle  Beach  AFB  SC  29377;  Air  Force 
Audit  Agency  Office,  Pease  AFB  NH  03801;  Air  Force  Audit 
Agency  Office,  Plattsburgh  AFB  NY  12903;  Air  Force  Audit  Agen¬ 
cy  Office,  Pope  AFB  NC  28309;  Air  Force  Audit  Agency  Office, 

Scott  AFB  IL  62223;  Air  Force  Audit  Agency  Office,  Seymour 
Johnson  AFB  NC  27530;  Air  Force  Audit  Agency  Office,  PO  Box 
332,  Shaw  AFB  SC  29132;  Air  Force  Audit  Agency  Office,  Tyndall 
AFB  FL  32401;  Air  Force  Audit  Agency  Office,  Wurtsmith  AFB 
MI  48753;  Air  Force  Audit  Agency  Office,  APO  San  Francisco 
96334;  Air  Force  Audit  Agency  Office,  Beale  AFB  CA  93903;  Air 
Force  Audit  Agency  Office,  Castle  AFB  CA  93342;  Air  Force 
Audit  Agency  Office,  APO  San  Francisco  %319;  Air  Force  Audit 
Agency  Office,  APO  San  Francisco  96274;  Air  Force  Audit  Agency 
Office,  Davis-Monthan  AFB  AZ  83707;  Air  Force  Audit  Agency  I 

Office,  APO  Seattle  98737;  Air  Force  Audit  Agency  Office,  PO 
Box  878,  APO  Seattle  98742;  Air  Force  Audit  Agency  Office,  PO  | 

Box  1313,  Fairchild  AFB  WA  99011;  Air  Force  Audit  Agency  Of¬ 
fice  <LA),  George  AFB  CA  92392;  Air  Force  Audit  Agency  Office, 

APO  San  Francisco  96333;  Air  Force  Audit  Agency  Office,  APO 
San  Francisco  96239;  Air  Force  Audit  Agency  Office,  APO  San  | 

Francisco  96288;  Air  Force  Audit  Agency  Office,  APO  San  Fran¬ 
cisco  %264;  Air  Force  Audit  Agency  Office,  Luke  AFB  AZ  83309; 

Air  Force  Audit  Agency  Office,  March  AFB  CA  92308;  Air  Force 
Audit  Agency  Office,  Bldg  310,  Mather  AFB  CA  93633;  Air  Force 
Audit  Agency  Office,  PO  Box  4006,  McChord  AFB  WA  98438;  Air 
Force  Audit  Agency  Office,  Mountain  Home  AFB  ID  83648;  Air 
Force  Audit  Agency  Office,  APO  San  Francisco  %3I0;  Air  Force 
Audit  Agency  Office,  Nellis  AFB  NV  89191;  Air  Force  Audit 
Agency  Office,  APO  San  Francisco  96370;  Air  Force  Audit  Agency 
Office,  APO  San  Francisco  96280;  Air  Force  Audit  Agency  Office, 

Travis  AFB  CA  94535;  Air  Force  Audit  Agency  Office,  APO  San 
Francisco  96304;  Air  Force  Audit  Agency  Office,  APO  San  Fran¬ 
cisco  96237;  Air  Force  Audit  Agency  Office,  AF^  San  Francisco 
%330;  Air  Force  Audit  Agency  Office,  Vandenberg  AFB  CA 
93437;  Air  Force  Audit  Agency  Office,  Williams  AFB  AZ  83224; 

Air  Force  Audit  Agency  Office,  APO  San  Francisco  %328;  Air 
Force  Audit  Agency  Office,  APO  New  York  09238;  Air  Force 
Audit  Agency  Office,  APO  New  York  09223;  Air  Force  Audit 
Agency  Office,  APO  New  York  09293;  Air  Force  Audit  Agency  Of¬ 
fice,  APO  New  York  09755;  Air  Force  Audit  Agency  Office,  APO 
New  York  09132;  Air  Force  Audit  Agepey  Office,  APO  New  York 
09109;  Air  Force  Audit  Agency  Office,  TUSLOG  Det  193 
RES/AUD,  APO  New  York  09289;  Air  Force  Audit  Agency  Office, 

APO  New  York  09179;  Air  Force  Audit  Agency  Office,  APO  New 
York  09332;  Air  Force  Audit  Agency  Office,  APO  New  York 
09012;  Air  Force  Audit  Agency  Office,  APO  New  York  09057;  Air 
Force  Audit  Agency  Office,  APO  New  York  09283;  Air  Force 
Audit  Agency  Office,  APO  New  York  09194;  Air  Force  Audit 
Agency  Office,  Edwards  AFB  CA  93323;  Air  Force  Audit  Agency 
Office,  PO  Box  1625,  Eglin  AFB  FL  32342;  Air  Force  Audit  Agen¬ 
cy  Office,  Kirtland  AFB  NM  87115;  Air  Force  Audit  Agency  Of¬ 
fice,  Bldg  1321,  Stop  21,  L  G  Hanscom  Fid  MA  01730;  Air  Force 
Audit  Agency  Office,  PO  Box  92960,  Worldway  Postal  Center,  Los 
Angeles;  CA  90009;  Air  Force  Audit  Agency  Office,  Patrick  AFB 
FL  32923;  Air  Force  Audit  Agency  Office/ASD,  Wright-Patterson 
AFB  OH  43433;  Air  Force  Audit  Agency  Office,  HUl  AFB  UT 
84406;  Air  Force  Audit  Agency  Office,  Kelly  AFB  TX  78241;  Air 
Force  Audit  Agency  Office/LVAS,  McClellan  AFB  CA  95652;  Air 
Force  Audit  Agency  Office/AUDGN,  Robins  AFB  GA  31098;  Air 
Force  Audit  Agency  Office,  Tinker  AFB  OK  73145;  Air  Force 
Audit  Agency  Office  (WPRA),  Wright-Patterson  AFB  OH  43433; 
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Air  Force  Audit  Agency  Office,  Newark  AFS  OH  43055;  Air  Force 
Audit  Agency  Office/AFDSDC,  OL-2.'Bldg  IIII,  Gunter  AFS  AL 
361 14;  Air  Force  Audit  Agency  Office/AFAFC,  3800  York  St. 
Denver  CO  80205;  Air  Force  Audit  Agency  Office/ AFMPC,  Ran¬ 
dolph  AFB  TX  78148;  Air  Force  Audit  Agency  Office,  SAMSO, 
Norton  AFB  CA  92049;  Air  Force  Audit  Agency  Office,  Norton 
AFB  CA  92409; 

Categories  of  Individuals  covered  by  the  system:  Air  Force  Audit 
Agency  active  duty  officer  personnel  Air  Force  Audit  Agency  ac¬ 
tive  duty  enlisted  personnel  Air  Force  Audit  Agency  reserve  per¬ 
sonnel  Air  Force  Audit  Agency  civilian  employees 

Categories  of  records  in  the  system:  Supervisor’s  Record  of  Em¬ 
ployee  Record  of  Emergency  Data  Notification  of  Personnel  Action 
Request  for  Personnel  Action  Supervisory  Evaluation  of  Employee 
Potential  for  First-Level  Supervisory  Positions  Supervisory  Ap¬ 
praisal  of  Employee  Current  Performance-Auditor  Supervisory  Ap¬ 
praisal  of  Employee  Current  Performance-Supervisory  (General 
Schedule  and  Wage)  Special  Orders  Awards  and  Decorations  infor¬ 
mation  Career  Development  data  AFR  30-30  Certifications  Appoint¬ 
ment  of  Additional  Duties  letter  Career  Counciling  data  Position 
Descriptions  Special  Duty  Application  Request  for  Investiagion, 
Clearance.  Unescorted  Entry  Access  Authorization  Certificate  Let¬ 
ters  of  Recognition.  Achievement,  Congratulations  or  Commenda¬ 
tion  Notification  of  Permanent  Change  of  Station  (PCS)  Assign¬ 
ment  Quality  Evaluation  of  First-Time  Resident  Auditors  Requests 
for  Transfer,  Separation,  and  Retirements  Officer  Career  Objective 
Statements  Airman  Assignment  Reference  Statement  Recommenda¬ 
tions  for  Incentive  Award  Supervisory  Appraisal  of  Employee  Cur¬ 
rent  Performance-Middle  and  High  Level  Managerial  and  Executive 
Qualifications  Profile  Certification  of  Eligibility  and  Record  of  Per¬ 
sonnel  Security  Clearance  Civilian  Development  Record  Data  relat¬ 
ing  to  Temporary  Duty  (TDY)/KS  trips  Evaluation 
Review/Critique  Sheet  Orientation  Checklist  Admission  and 
Disposition  Slip  Flying  Attachment  Data  Locator  Cards  Superviso¬ 
ry  Appraisal  of  Employee  Current  Performance  •  Clerical 

Authority  (or  maintenance  of  the  system:  Title  10,  US  Code  8014a 
and  8032b(l) 

Routine  uses  of  records  maintained  in  (he  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  resident  audi¬ 
tors.  supervisory  auditors,  clerical  personnel,  and  region/division 
chiefs  to  collect  data  for  informational,  support,  and  evaluation 
purposes 

Policies  and  practices  (or  storing,  retriering,  ncccssing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Retricvabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  end  address:  The  Auditor  General,  Air  Force 
Audit  Agency,  Norton  AFB  CA  92409 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  detenpinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  trade  associations. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  Lorn  police  and  investigating  officers. 

Information  obtained  from  the  public  media. 


Information  obtained  from  the  bureau  of  motor  veiucles. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  an  international  organization. 

Information  obtained  from  a  corporation. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

And  internally  within  the  United  States  Air  Force  or  Air  Force 
Audit  Agency 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  06SCEYE 

System  name:  Air  Force  Audit  Agency  Office  File 

System  location:  Command  Section,  AFAA/CD,  Norton  AFB  CA 
92409;  Directorate  of  Operations,  AFAA/EK),  Norton  AFB  CA 
92409;  Directorate  of  Plans.  AFAA/XP,  Norton  AFB  CA  92409; 
Directorate  of  Resources  Management,  AFAA/RM,  Norton  AFB 
CA  92409;  Office  of  the  Assistant  Auditor  General,  CSAF/ACU, 
Washington,  D.C.  20330;  Air  Force  Audit  Agency,  Central  Region 
(AFAA/AGC)  CarsweU  AFB  TX  76127;  Air  Force  Audit  Agency, 
Eastern  Region  (AFAA/AGE)  Langley  AFB  VA  23665;  Air  Force 
Audit  Agency,  European  Region  (AFAA/AGU)  APO  NY  09332; 
Air  Force  Audit  Agency,  Western  Region  (AFAA/AGW)  Norton 
AFB  CA  92409;  Air  Force  Audit  Agency,  Service  Wide  Systems 
Division  (AFAA/AGP)  Norton  AFB  CA  92409;  Air  Force  Audit 
Agency  Office,  Acquisition  Systems  Division  (AFAA/AGS),  Bldg 
3226  Stop  12,  Andrews  AFB  DC  20331;  Air  Force  Audit  Agency 
office.  Logistic  Systems  Division  (AFAA/AGL),  Wright-Patterson 
AFB  OH  45433;  Air  Force  Audit  Agency  Office.  Altus  AFB  OK 
73521;  Air  Force  Audit  Agency  Office,  ^rksdale  AFB  TX  71110; 
Air  Force  Audit  Agency  Office.  Bergstrom  AFB  TX  78743;  Air 
Force  Audit  Agency  Office,  Blytheville  AFB  AR  72315;  Air  Force 
Audit  Agency  Office,  Cannon  AFB  NM  88101;  Air  Force  Audit 
Agency  Office,  CarsweU  AFB  TX  76127;  Air  Force  Audit  Agency 
Office,  Duluth  LAP  MN  55814;  Air  Force  Audit  Agency  Office,  PO 
Box  547,  Dyess  AFB  TX  79607;  Air  Force  Audit  Agency  Office, 
ElUngton  AFB  TX  77030;  Air  Force  Audit  Agency  Office,  EU- 
swor^  AFB  SD  57706;  Air  Force  Audit  Agency  Office,  England 
AFB  LA  71301;  Air  Force  Audit  Agency  Office.  Ent  AFB  CO 
80912;  Air  Force  Audit  Agency  Office,  F  E  Warren  AFB  WY 
82001;  Air  Force  Audit  Agency  Office,  Grand  Forks  AFB  ND 
58201;  Air  Force  Audit  Agency  Office,  HoUoman  AFB  NM  88330; 
Air  Force  Audit  Agency  Office.  Lackland  AFB  TX  78236;  Air 
Force  Audit  Agency  Office,  Little  Rock  AFB  AR  72076;  Air  Force 
Audit  Agency  Office,  Lowry  AFB  CO  80230;  Air  Force  Audit 
Agency  Office,  Malmstrom  AFB  MT  59402;  Air  Force  Audit  Agen¬ 
cy  Office.  Minot  AFB  ND  58701;  Air  Force  Audit  Agency  Office, 
Offutt  AFB  NE  68113;  Air  Force  Audit  Agency  Office,  ATC- 
AFAA,  Randolph  AFB  TX  78148;  Air  Force  Audit  Agency  Office, 
Reese  AFB  TX  79489;  Air  Force  Audit  Agency  Office,  Richards- 
Gebaur  AFB  MO  64030;  Air  Force  Audit  Agency  Office,  PO  Box 
3427,  PSC  2,  Sheppard  AFB  TX  76311;  Air  Force  Audit  Agency 
Office,  USAF  Academy  CO  80840;  Air  Force  Audit  Agency  Office, 
Webb  AFB  ,TX  79720;  Air  Force  Audit  Agency  Office,  Whiteman 
AFB  MO  65301;  Air  Force  Audit  Agency  Office,  APO  New  York 
09825;  Air  Force  Audit  Agency  Office,  Andrews  AFB  Washington 
DC  20331;  Air  Force  Audit  Agency  Office,  Chanute  AFB  IL  61868; 
Air  Force  Audit  Agency  Office,  Charleston  AFB  SC  29404;  Air 
Force  Audit  Agency  Office,  Dover  AFB  DE  19901;  Air  Force 
Audit  Agency  Office,  Griffiss  AFB  NY  13440;  Air  Force  Audit 
Agency  Office,  Grissom  AFB  IN  46970;  Air  Force  Audit  Agency 
Office,  Homestead  AFB  FL  33030;  Air  Force  Audit  Agency  Office, 
Keesler  AFB  MS  39534;  Air  Force  Audit  Agency  Office,  Kincheloe 
AFB  MI  49788;  Air  Force  Audit  Agency  Office,  K  I  Sawyer  AFB 
MI  49843;  Air  Force  Audit  Agency  Office,  Langley  AFB  VA 
23665;  Air  Force  Audit  AGency  Office,  Rkkenbacker  AFB  OH 
43217;  Air  Force  Audit  Agency  Office,  Loring  AFB  ME  04750;  Air 
Force  Audit  Agency  Office,  PO  Box  6032,  MacDU}  AFB  FL  33608; 
Air  Force  Audit  Agency  Office,  Maxwell  AFB  AL  36112;  Air 
Force  Audit  Ageqcy  Office.  McGuire  AFB  NJ  08641;  Air  Force 
Audit  Agency  Office,  Myrtle  Beach  AFB  SC  29577;  Air  Force 
Audit  Agency  Office.  Pease  AFB  NH  03801;  Air  Force  Audit 
Agency  Office,  Plattsburgh  AFB  NY  12903;  Air  Force  Audit  Agen¬ 
cy  Office,  Pope  AFB  NC  28309;  Air  Force  Audit  Agency  Office, 
Scott  AFB  IL  62225;  Air  Force  Audit  Agency  Office,  Seymour 
Johnson  AFB  NC  27530;  Air  Force  Audit  Agency  Office,  PO  Box 
552,  Shaw  AFB  SC  29152;  Air  Force  Audit  Agency  Office,  Tyndall 
AFB  FL  32401;  Air  Force  Audit  Agency  Office.  Wurtsmith  AFB 
MI  48753;  Air  Force  Audit  Agency  Office,  APO  San  Francisco 
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96334;  Air  Force  Audit  Agency  Office,  Beale  AFB  CA  95903;  Air 
Force  Audit  Agency  Office.  Castle  AFB  CA  95342;  Air  Force 
Audit  Agency  Office,  APO  San  Francisco  96319;  Air  Force  Audit 
Agency  Office,  APO  San  Francisco  96274;  Air  Force  Audit  Agency 
Office,  Davis-Monthan  AFB  AZ  85707;  Air  Force  Audit  Agency 
Office,  APO  Seattle  98737;  Air  Force  Audit  Agency  Office.  PO 
Box  878,  APO  Seattle  98742;  Air  Force  Audit  Agency  Office.  PO 
Box  1313,  Fairchild  AFB  WA  99011;  Air  Force  Audit  Agency  Of¬ 
fice  (LA),  George  AFB  CA  92392;  Air  Force  Audit  Agency  Office. 
APO  San  Francisco  96553;  Air  Force  Audit  Agency  Office,  APO 
San  Francisco  %239;  Air  Force  Audit  Agency  Office,  APO  San 
Francisco  96288;  Air  Force  Audit  Agency  Office.  APO  San  Fran¬ 
cisco  %264;  Air  Force  Audit  Agency  Office.  Luke  AFB  AZ  85309; 
Air  Force  Audit  Agency  Office,  March  AFB  CA  92508;  Air  Force 
Audit  Agency  Office,  Bldg  510,  Mather  AFB  CA  956SS;  Air  Force 
Audit  Agency  Office,  PO  Box  4006,  McChord  AFB  WA  98438;  Air 
Force  Audit  Agency  Office.  Mountain  Home  AFB  ID  83648;  Air 
Force  Audit  Agency  Office,  APO  San  Francisco  %3I0;  Air  Force 
Audit  Agency  Office.  Nellis  AFB  NV  89191;  Air  Force  Audit 
Agency  Office,  APO  San  Francisco  96570;  Air  Force  Audit  Agency 
Office,  APO  San  Francisco  96280;  Air  Force  Audit  Agency  Office, 
Travis  AFB  CA  94535;  Air  Force  Audit  Agency  Office.  APO  San 
Francisco  96304;  Air  Force  Audit  Agency  Office.  APO  San  Fran¬ 
cisco  96237;  Air  Force  Audit  Agency  Office,  AFO  San  Francisco 
96330;  Air  Force  Audit  Agency  Office.  Vandenberg  AFB  CA 
93437;  Air  Force  Audit  Agency  Office,  Williams  AFB  AZ  85224; 
Air  Force  Audit  Agency  Office.  APO  San  Francisco  96328;  Air 
Force  Audit  Agency  Office,  APO  New  York  09238;  Air  Force 
Audit  Agency  Office,  APO  New  York  09223;  Air  Force  Audit 
Agency  Office,  APO  New  York  09293;  Air  Force  Audit  Agency  Of¬ 
fice,  APO  New  York  09755;  Air  Force  Audit  Agency  Office,  APO 
New  York  09132;  Air  Force  Audit  Agency  Office,  APO  New  York 
09109;  Air  Force  Audit  Agency  Office.  TUSLOG  Det  193 
RES/AUD,  APO  New  York  09289;  Air  Force  Audit  Agency  Office, 
APO  New  York  09179;  Air  Force  Audit  Agency  Office.  APO  New 
York  09332;  Air  Force  Audit  Agency  Office,  APO  New  York 
09012;  Air  Force  Audit  Agency  Office,  APO  New  York  09057;  Air 
Force  Audit  Agency  Office.  APO  New  York  09283;  Air  Force 
Audit  Agency  Office,  APO  New  York  09194;  Air  Force  Audit 
Agency  Office,  Edwards  AFB  CA  93523;  Air  Force  Audit  Agency 
Office.  PO  Box  1625,  Eglin  AFB  FL  32542;  Air  Force  Audit  Agen¬ 
cy  Office.  Kirtland  AFB  NM  871  IS;  Air  Force  Audit  Agency  Of¬ 
fice,  Bldg  1521,  Stop  21,  L  G  Hanscom  Fid  MA  01730;  Air  Force 
Audit  Agency  Office,  PO  Box  92960,  Worldway  Postal  Center.  Los 
Angeles  CA  90009;  Air  Force  Audit  Agehcy  Office,  Patrick  AFB 
FL  32925;  Air  Force  Audit  Agency  Office/ASD,  Wright-Patterson 
AFB  OH  45433;  Air  Force  Audit  Agency  Office.  HiU  AFB  UT 
84406;  Air  Force  Audit  Agency  Office,  Kelly  AFB  TX  78241;  Air 
Force  Audit  Agency  Offke/LVAS,  McClellan  AFB  CA  95652;  Air 
Force  Audit  Agency  Office/AUDGN,  Robins  AFB  GA  31098;  Air 
Force  Audit  Agency  Office,  Tinker  AFB  OK  73145;  Air  Force 
Audit  Agency  Office  (WPRA),  Wright-Patterson  AFB  OH  45433; 
Air  Force  Audit  Agency  Office,  Newark  AFS  OH  43055;  Air  Force 
Audit  Agency,  Offke/AFDSDC,  OL-2,  Bldg  till,  Gunter  AFS  AL 
36114;  Air  Force  Audit  Agency  Offke/AFAFC,  3800  York  St, 
Denver  CO  80205;  Air  Force  Audit  Agency  Office/ AFMPC,  Ran¬ 
dolph  AFB  TX  78148;  Air  Force  Audit  Agency  Offke,  SAMSO, 
Norton  AFB  CA  92049;  Air  Force  Audit  Agency  Office,  Norton 
AFB  CA  92409; 

Categories  of  individuals  covered  by  the  system:  Air  Force  Audit 
Agency  active  duty  offker  personnel  Air  Force  Audit  Agency 'ac¬ 
tive  duty  enlisted  personnel  Air  Force  Audit  Agency  civilian  em¬ 
ployees  Air  Force  Audit  Agency  reserve  personnel 

Categories  of  records  in  the  system:  Installation  Fact  Sheet  Air 
Force  Audit  Agency  Offke  Leave  Schedule  Memorandum  of 
Discussions  with  Installation  Offkials  Personnel  Data  Sheet  Per¬ 
sonnel  Intervkw  Sheet,  Parts  I  and  II  Memorandum  to  Region 
Chkf  concerning  supervisory  visits  Region/Division  Audit  Report 
Revkw  Sheets  Designation  of  Position  and  Position  Titles  Air 
Force  Audit  Agency  Personnel  Roster  for  Office  Concerned 
Recommendations  for  Future  Assignment  of  Personnel  Memoran¬ 
dums  for  the  Record-Supervisory  Surveys  Correspondence  Relating 
to  Performance  of  Assigned  Personnel  Welcome  Letters  for  As¬ 
signed  Personnel  Pertinent  Staff  Meeting  Memorandums  Workload 
Data  Report  Evaluations  By  Auditor  AFAA  Office  Productivity 
Data  Supervisory  Auditor  Assignments  Reports  of  Significant  Ac¬ 
tivity  HQ  AFAA  SRA/Audit  Revkw  Sheet  Memorandum  of  Per¬ 
sonnel  Discussions  Trip  Reports 

Antbority  for  maintenance  of  the  system:  Title  10,  U.S.  Code 
80J4a  and  8032b(l) 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  resident  audi¬ 
tors.  supervisory  auditors,  and  Region/Division  Chiefs  to  collect 
data  to  evaluate  offke  and  individual  performance  and  to  become 
cognizant  of  offke  responsibilities  and  general  geographical  factors. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabilHy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servking  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  The  Auditor  General,  Air  Force 
Audit  Agency,  Norton  AFB  CA  92409 

Notifkatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  trade  associations. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  polke  and  investigating  officers. 

Information  obtained  from  the  public  media. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  an  international  organization. 

Information  obtained  from  a  corporation. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

And  internally  within  the  United  States  Air  Force  or  Air  Force 
Audit  Agency 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  07YLNGA 

System  name:  Informational  Personnel  Records. 

System  location:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 

Categories  of  individuals  covered  hy  the  system:  All  fraud, 
criminal,  polygraph,  technical  services,  and  counterintelligence 
trained  Air  Force  Offke  of  Special  Investigations  (AFOSI)  and 
USAF  Defense  Investigative  Service  (DIS)  special  agents. 

Categories  of  recdkds  in  the  system:  Records  for  each  special 
agent  indicating  investigative  schools  attended  and  experience  level 
attained,  polygraph  examiner  training  and  performance  records, 
records  indicating  personnel  who  have  volunteered  for  the  Coun¬ 
terintelligence  Program  and  special  agents  in  the  program,  and 
technical  services  training  reco^s. 

Authority  for  maintenance  of  the  system:  44  USC  3101 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Director  of 
Fraud  Investigations  to  program  personnel  for  advanced  fraud 
training  and  to  identify  personnel  for  assignment  as  fraud  spe¬ 
cialists.  Used  by  the  Director  of  Criminal  Investigations  to  evaluate 
polygraph  examiner  performance  and  to  select  polygraph  ex¬ 
aminers.  Also  used  to  determine  polygraph  examiner  qualification 
for  retention  or  termination  as  a  certified  Department  of  Defense 
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polygraph  examiner.  Used  by  the  Director  of  Special  Operations  to 
program  personnel  for  counterintelligence  training  and  to  identify 
volunteers  for  training  in  that  area.  Used  by  the  Director  of  Techni¬ 
cal  Services  to  program  personnel  for  advanced  technical  training 
and  to  identify  personnel  for  assignment  as  technical  services  spe¬ 
cialists. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Relrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabincts. 

Records  are  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  Commander,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
thd  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  cntegorlcs:  Data  is  extracted  from  individual  train¬ 
ing  and  military/  civilian  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S01  OTYLNGB 

System  name:  Internal  Personnel  Data  System 

System  location:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314.  * 

Categories  of  Individuals  covered  by  the  system:  All  personnel  as¬ 
signed  to  the  Air  Force  Office  of  Special  Investigations  (AFOSI) 
and  all  Air  Force  military  personnel  assigned  to  the  Defense  In¬ 
vestigative  Service  (DIS). 

Categories  of  records  in  the  system:  Records  reflecting  Unit 
authorized  positions  and  Unit  assigned  personnel. 

Authority  for  maintenance  of  the  system:  44  USC  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  manage  AFOSI  and 
DIS  personnel  resources.  Used  by  personnel  specialists  in  all  as¬ 
signment  and  manning  actions.  Used  to  monitor  special  agent  ex¬ 
perience  level  at  each  operating  installation.  Used  to  publish 
strength  accounting  reports.  Used  by  the  Director  of  Fraud  In¬ 
vestigations  to  manage  fraud  coded  positions  and  personnel  as¬ 
signed  to  fraud  operations.  Also  used  to  program  personnel  for  ad¬ 
vanced  fraud  training.  Used  by  the  Director  of  Criminal  Investiga¬ 
tions  to  manage  criminal  coded  positions  and  to  identify  personnel 
for  assignment  as  criminal  specialists.  Also  used  to  program  person¬ 
nel  for  advanced  criminal  training.  Used  by  the  Director  of  Special 
Operations  to  manage  counterintelligence  and  counterespionage 
positions  and  to  identify  personnel  for  assignment  as  specialists  in 
these  areas.  Also  used  to  program  personnel  for  advanced  training 
in  these  areas.  Used  by  Budget  and  Accounting  Specialists  for 
tracking  anticipated  personnel  travel  funds  associated  with  per¬ 
manent  change  of  station  moves.  Used  by  the  Commander  for  loca¬ 
tor  purposes. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 


Safeguards:  Records  are  accessed  by  custodian  of  the  lecord 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retcntlea  and  disposal:  ReUined  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  address:  Commander,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314 

Notification  psocedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Data  is  extracted  from  individual  milita¬ 
ry/civilian  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  22  ALSA 

System  name:  AAC  Quality  Force  Records  System 

System  location:  Each  Consolidated  Base  Personnel  Office  in 
Alaska  and/or  each  Commander  and  supervisor  in  Alaskan  Air 
Command. 

Categories  of  individuals  covered  by  the  system:  Maintained  on 
military  personnel  assigned  Alaskan  Air  Command  who  have  posi¬ 
tive  or  negative  traits  on  counseling.. 

Categories  of  records  in  the  system:  Contains  name,  grade,  social 
security  number,  organization,  date  counseled  and  remarks  entered. 

Authority  for  maintenance  of  the  system:  S  USC,  Section  301, 
Government  Organization  and  Employees  •  Powers  -  Departmental 
Regulations. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  supervisors  and 
commanders  to  record  information  regarding  counseling  to  be  used 
in  subsequent  actions  as  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Alaskan  Air  Command,  Director 
of  Personnel  Programs,  APO  Seattle  98742 

Notification  procedure:  Individual  should  not  contact  Systems 
Manager.  Should  contact  immediate  supervisor  and  provide  identifi¬ 
cation. 

Record  access  procedures:  Contact  immediate  supervisor. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  the  public  media. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501  22  ALSB 

System  name:  Alaskan  Air  Command  (AAC)  Quality  Force  Record 
System 
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PRIVACY  ACT  ISSUANCES 


System  locatioa:  Both  ConsoUdated  Base  Personnel  Offices 
(CBPO),  Quality  Control  Section. 

Categories  of  individuals  covered  by  the  system:  Pertains  to  all  ac¬ 
tive  duty  Air  Force  personnel  who  write  dishonored  checks. 

Categories  of  records  in  the  system:  Includes  name.  rank,  social 
security  number,  unit  of  assignment,  and  amount  of  check. 

Authority  for  maintenance  of  the  system:  S  USC,  Section  301. 
Government  Organization  and  Employees  -  Powers  -  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  identify  person¬ 
nel  who  write  dishonored  checks.  Used  by  ConsoUdated  Base  Per¬ 
sonnel  Offices  to  provide  information  to  the  individual’s  com¬ 
mander  on  the  dishonored  check  and  to  insure  timely  action  is 
taken  to  redeem  the  check. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabilHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Reteniion  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  nddress:  Director  of  Personnel,  Con¬ 
soUdated  Base  Personnel  Office,  Elmendorf  Air  Force  Base, 
Alaska,  APO  Seattle  98742  and  Eielson  Air  Force  Base,  Alaska, 
APO  SeatUe  98737. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

'  Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appeaUng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Dishonored  check  rendered  by  in¬ 
dividual  and  miUtary  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03S01  22  ALSC 

System  name:  AAC  QuaUty  Force  Records  System 

System  location:  ConsoUdated  Base  Personnel  Offices  and  Major 
Air  Command. 

Categories  of  individuals  covered  by  the  system:  Maintained  on 
miUtary  personnel  assigned  to  Alaskan  Air  Command  who  have 
three  or  more  incidents  recorded  on  Air  Force  Form  1137,  Un¬ 
favorable  Information  File  Summary. 

Categories  of  records  in  the  system:  Contains  summary  of  deroga¬ 
tory  incidents  by  name. 

Authority  for  maintenance  of  the  system:  S  USC,  Section  301, 
Government  Organization  and  Employees  -  Powers  -  Departmental 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Base  Director  of  Person¬ 
nel  uses  form  to  advise  unit  commander  if  possible  administrative 
separation  should  be  contemplated  on  individual  concerned.  Judge 
Advocate  reviews  to  insure  recommended  action  is  correct.  Com¬ 
mander  uses  form  to  advise  Director  of  Personnel  of  his  final  deci¬ 
sion.  Alaskan  Air  Command  Director  of  Personnel  consolidates 
forms  and  briefs  Commander  of  Alaskan  Air  Command  and  his 
staff  of  results  of  quaUty  force  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  MiUtary  Service  Number. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 


Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbpoaal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Alaskan  Air  Command,  Director 
of  Personnel  Programs,  APO  Seattle  98742 

Notification  procedure:  Contact  ConsoUdated  Base  Personnel  Of¬ 
fice,  QuaUty  Control  Section  at  base  of  assignment  and  provide 
name  and  identification. 

Record  access  procedures:  Reporting  in  person  to  servicing  Con¬ 
soUdated  Base  Personnel  Office  at  base  of  assignment. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appeaUng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Air  Force  Form  1137  (UIF) 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501A0SPCZPB 

System  name:  Drug/ Alcohol  Intake  Interview  and  Checklist 
System  location:  Social  Actions,  March  Air  Force  Base,  CA 
92508 

Categories  of  individuals  covered  by  the  system:  AU  Air  Force  ac¬ 
tive  duty  miUtary  personnel  assigned  to  March  Air  Force  Base.  CA 
Categories  of  records  in  the  system:  Personal  information,  history 
of  abuse,  reasons  for  use.  behavioral  outlook.  discipUnary  action 
Authority  for  maintenance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  upon  entry  in 
USAF  Drug/Alcohol  Rehabilitation  Program 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Retenthm  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  Social  Actions  Officer.  March 
Air  Force  Base,  CA  92508 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appeaUng  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501A0SSGBP  • 

System  name:  Education  and  Training  Fact  Sheets. 

System  location:  At  HQ  SAC/AD,  Offutt  AFB,  NE.  68113. 
Categories  of  individuals  covered  by  the  system:  Personnel  as¬ 
signed  to  SAC/AD 

Categories  of  records  in  the  system:  Record  of  Technical  Data 
Processing  Course  completions. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine  edu¬ 
cational  qualifications  and  tmg  needed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 
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•  Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcntloo  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Assistant  Chief  of  Staff,  Data 
Systems, HQ  Strategic  Air  Command 
Nodfkation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  HQ  SAC/ADXPT,  Offutt  Air  Force  Base.  NE  68113 
Record  access  procedures:  SAC/ADXPT  will  provide  access. 
Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  individuals  and 
graduation  certificates. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F035O1BOSBAEYA 

System  name:  Request  for  Clinical  Priviledge  at  USAF  Hosp  Beale 
System  location:  USAF  Hospital  Beale  Air  Force  Base.  CA 
Categories  of  individnals  covered  by  the  system:  Physicians, 
assistants,  nurse  practitioners 

Cqfegories  of  records  in  the  system:  Request  for  permission  to 
perform  surgical  procedure-treatment 
Authority  for  maintenance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine  capa- 
bilities-priviledges  for  all  doctors 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  commanders  of  medical 
centers  and  hospitals. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Chief  Hospital  Administration 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Chief,  Hospital  Administration 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individuals 
Systems  exempted  from  certain  provisions  of  the  net:  NONE 
F03S01B0SPCZPB 

System  name:  Navigator  Background  Information 
System  location:  Beale  Air  Force  Base,  CA  9S903  Castle  Air 
Force  Base.  CA  93342  Davis  Monthan  Air  Force  Base,  AZ  83707 
Dyess-  Air  Force  Base,  TX  79607  Ellsworth  Air  Force  Base,  SD 
37706  Fairchild  Air  Force  Base,  WA  99011  Francis  E  Warren  Air 
Force  Base.  WY  82001  Grand  Forks  Air  Force  Base,  ND  38203 
Malmstrom  Air  Force  Base,  MT  39402  March  Air  Force  Base,  CA 
92308  Minot  Air  Force  Base,  ND  38703  6  Strategic  Wing  APO  Seat¬ 
tle  98737  320  Bombardment  Wing  Mather  Air  Force  Base,  CA 
93633  916  Air  Refueling  Squadron  Travis  Air  Force  Base,  CA  9433S 
33  Strategic  Reconnaissance  Wing  Offutt  Air  Force  Base,  NE 
68113  4300  Air  Base  Squadron  Glasgow  Air  Force  Base,  MT  39231 
Categories  of  individuab  covered  by  the  system:  Crew  navigators 
Categories  of  records  in  the  system:  Flying  time  and  experience 
Authority  for  maintenance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposM  of  such  uses:  Chief  Bomb  Navigation 
Branch  for  required  interviews/  experience/selection  of  replace¬ 
ments 

Policies  and  practices  for  storing,  retrbving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 


Storage:  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retention  and  dbposal:  ReUined  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Chief  Bomb  Navigation  Branch 
at  each  base  listed  in  Location  Section  above. 

Notification  procedure:  Addressed  to  Unit  Chief  Bomb  Navigation 
Branch 

Record  access  procedures:  Gain  assistance  from  Unit  Chief  Bomb 
Navigation  Branch 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
F03501FSFPC  A 

System  name:  Air  Force  Discharge  Review  Board  original  case  files. 

System  location:  At  National  Personnel  Records  Center,  MUitary 
Personnel  Records,  9700  Page  Boulevard,  St.  Louis,  MO  63132. 

Categories  of  individuab  covered  by  the  system:  Former  Air  Force 
Personnel  who  submit  applications  for  review  of  discharge/  separa¬ 
tion/dismissal. 

Categories  of  records  in  the  system:  Contains  original  copy  of 
summary  of  board  proceedings,  individual's  application  form,  order 
appointing  Discharge  Review  Board  members,  summary  of  appli¬ 
cant's  military  personnel  record,  correspondence  between  applicant 
and  Discharge  Review  Board  and  magnetic  recording  of  hearing  (if 
required). 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
1333  -  Review  of  Discharge  or  Dismissal. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  These  documents  are 
created  and  placed  in  the  applicant's  military  personnel  file  so  that 
a  permanent  record  of  the  Board’s  action  is  preserved.  These 
records  are  created  by  the  Board  in  the  performance  of  its  statuto¬ 
ry  function.  These  case  files  are  utilized  by  the  Air  Force  Military 
Personnel  Center  to  create  new  discharge  documents  if  required 
and  to  notify  the  applicant  of  the  outcome  of  his  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  ' 

Maintained  on  a  recording. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in.  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  dbposal:  Retained  permanently  at  the  National  Per¬ 
sonnel  Records  Center  (Military  Personnel  Records),  9700' Page 
Blvd,  St  Louis.  MO  63132. 

System  manager(s)  and  address:  Director,  Secretary  of  the  Air 
Force  Personnel  Council.  Washington,  D.C.  20030 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Written  requests  should  contain  the  full  name,  service  number 
and  social  security  account  number  of  the  requestor.  Personal  visits 
may  be  made  to  room  920,  Commonwealth  Building,  1300  Wilson 
Blvd,  Arlington,  VA.  Personal  visitors  must  supply  full  name,  ser- 
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vice  number,  social  security  account  number  and  some  form  of 
identification  such  as  driver's  license,  credit  cards,  etc. 

Record  access  proccdarcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  proccdnres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual's  military  personnel  record 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F03501F0SSGBPB 

System  name:  Senior  Officer  Information  File 

System  locatioa:  HQ  8AF/DPO  Barksdale  Air  Force  Base,  LA 
71110  Duty  Title  DCS/Personnel  HQ  15AF/DPO  March  Air  Force 
Base,  CA  92S08  Duty  Tide  DCS/Personnel  HQ  SAC/DPO  Offutt 
Air  Force  Base,  NE  Ml  1 3  Duty  Title  Asst  for  Senior  Off 

Categories  of  individnals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Senior  Officers  only  (generals,colonels.colonel  selectees) 

Categories  of  records  in  the  system:  Each  file  at  HQ  SAC/DPO 
may  contain  an  inactive  SAC  Senior  File  reported  under  System 
Identity  Code  03S0I  AOSSSGP  as  well  correspondence  relating  to 
personnel  actions  which  have  occurred  during  the  officers  assign¬ 
ment  to  this  Command 

Authority  for  maintenance  of  the  system:  Title  44  US  Code  Sec¬ 
tion  3101 

Routine  nscs  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  nsers  and  the  purposes  of  sneh  uses:  Personnel  management 
of  Senior  Officer  resources,  retirement  or  separation  processing, 
and  reassignment  considerations  users  DP  and  Command  Section 
personnel 

Policies  nnd  prnctlces  tor  storing,  retrieving,  nccessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retfievabllhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  controlled  by  personnel  screening. 

Retention  and  dispoaal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  raanager(s)  and  address:  DCS/Personnel  at  each  location 

Notifkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Full  name  and  SSAN.  Visiting  personnel  must  show  proof  of  ID 
such  as  military  ID  card 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

HQ  SAC/DPO  phone  294-S662 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Any  correspondence  relating  to  person¬ 
nel  actions  which  have  taken  place  during  the  Officers  assignment 
to  this  Command 

Systenu  exempted  from  certain  provisions  of  the  act:  NONE 
FtSSOlXOBXQPCA 

System  aame:  03S01XOBXQPCA  Administrative  Disenrollment  and 
Investigations 

System  locatioa:  United  States  Air  Force  Academy,  USAF 
Academy  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 


Categories  of  records  fai  the  system:  Commandant’s  Board  Case 
File,  Administrative  Board  proceedings.  Administrative  Inquiries 
and  Investigations. 

Authority  for  malatcnaacc  of  the  system:  44USC3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Used  as  a  case  file  in 
Commandant’s  Board  (DisenroUmeot)  actions  initiated  against 
cadets.  Reviewed  by  the  Office  of  the  ^cretary  of  the  Air  Force  in 
making  final  decision  on  disenrollment  action.  Reviewed  by  Su¬ 
perintendent,  United  States  Air  Force  Academy  id  making  decision 
to  refer  to  Board  of  Officers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievability:  Filed  by  Name  and  Military  Service  Number. 

Safe^ards:  Records  are  accessed  by  pcrson(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties 
who  are  authorized  and  properly  screened  and  cleared  for  need-to- 
know.  Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  raanagcr(s)  and  address:  Director,  Cadet  Personnel  and 
Administration  USAF  Academy  CO.  80840 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  aceem  procedures:  The  individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  bycom¬ 
mittees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F43501XOBXQPCB 

System  aame:  Prospective  Instructor  FOes 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individnals  covered  by  the  system:  Military  personnel 
applying  for  instructor  duty  with  the  faculty. 

Categories  of  records  ia  the  system:  Copy  of  Application  for  In¬ 
structor  Duty,  college  transcripts,  past  Officer  Effectiveness  Re¬ 
ports,  Officer  Uniform  Assignment  Brief  which  contains  informa¬ 
tion  such  as  prior  assignment  information,  aeronautical  rating  infor¬ 
mation,  general  personnel  data  including  security  clearance,  date  of 
birth,  marital  status,  promotion  dates;  correspondence  between  in¬ 
dividual  and  department,  evaluations  on  individual’s  suitability  and 
record  of  personal  interview. 

Authority  for  maintenance  of  the  system:  10USC9331 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  of  System:  In¬ 
formation  on  qualification,  availability  and  location  of  potential  in¬ 
structors.  Category  of  User:  Faculty  Departments.  Specific  Use: 
Used  to  assess  individual  qualifications  on  personnel  applying  for 
instructor  duty  on  the  facul^. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  ate  controlled  by  personnel  screening. 

Retention  and  dispoaal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  addrem:  Dean  of  the  Faculty 
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Notifkatioa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  acccu  proccdnrca:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procednrcs:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  eertain  provisions  of  the  act:  NONE 
fOaSOlXOBXQPCC 

System  name:  03501 XOBXQPCC  USAF  Academy  Cadet  Honor 
Committee  Case  Files 

System  location:  United  Sutes  Air  Force  Academy,  USAF 
Academy  CO  80840. 

Categories  of  Individuals  eovered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  In  the  system:  The  case  files  consist  of 
evidence  and  statements  gathered  by  the  Cadet  Honor  Committee 
which  has  been  used  to  determine  if  an  accused  cadet  was  guilty  of 
violating  the  Cadet  Honor  Code.  The  file  also  includes  a  summary 
of  the  honor  board  proceedings. 

Anthority  for  maintenance  of  the  system:  44USC3I0I  and 
SUSC30I 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  for  which  infor¬ 
mation  in  the  system  is  collected;  To  enable  cadet  honor  represen¬ 
tatives  to  investigate  possible  violations  of  the  Cadet  Honor  Code. 
Category  of  user:  Cadet  Honor  Representatives.  Specific  use  made 
of  the  information  by  each  user;  The  information  will  be  used  as 
evidence  at  Cadet  Honor  Hearings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders/  note  books/binders. 

Retiievahiiity:  Filed  by  Name.  ' 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  stored  in  safes,  locked  cabinets  or  rooms. 

Retention  and  disposal:  Information  is  retained  for  one  year  in  the 
case  of  first  class  cadets  and  six  months  in  the  case  of  underclass 
cadets,  or  until  graduation  or  elimination  from  training,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating  or 
burning. 

System  managerfs)  and  address:  Commandant’s  Executive  for 
Honor  and  Ethics,  USAF  Academy  CO.  80840 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager,  Name  and  date  of  Cadet  Honor 
Hearing,  Office  of  the  Commandant’s  Executive  for  Honor  and 
Ethics,  US  Air  Force  Academy,  Colorado,  80840;  positive  proof  of 
identification. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  witnesses  and  summa¬ 
ries  of  honor  board  proceedings  prepared  by  cadets. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501X0IACYVA 

System  name:  0350IX0IACYVA  Reserve  Supplement  Officer  (RSO) 
Case  File. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Fpree  active 
duty  officer  personnel  and  enlisted  personnel.  Air  Force  civilian 
employees.  Air  Force  Reserve  and  Air  National  Guard  personnel. 


Categories  of  records  in  the  system:  documents  pertaining  to 
requisition,  assignment,  reassignment,  separation,  or  TDY  assign¬ 
ment  request,  work  sheet  ,  orders,  amendments,  notification  of 
receipt  of  application  solicitation  letter 

Anthority  for  maintenance  of  the  system:  Title  10  US  Code,  Sec¬ 
tion  269. 

Routine  nscs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  used  by  the  military  and 
civilian  personnel  of  the  reserve  supplement  *  officer  assignment 
branch  information  is  disclosed  to  Consolidated  Base  Personnel  Of¬ 
fice  and  other  branches  within  the  Air  Reserve  Personnel  Center  to 
insure  proper  information  is  maintained  on  the  individual  for  as¬ 
signment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stornge:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC)  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:(X)  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  SSN  at  time 
of  discharge. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  Colorado  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Major  comands,  personnel  records.  Air 
Reserve  units. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03501X0IACYVB 

System  name:  03SOIX0IACYVB  Application  for  Separation  from 
the  Regular  AF  to  AF  Reserve/Air  National  Guard. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80200. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Air  Force  civilian  employees.' 
Air  Force  Reserve  and  Air  National  Guard  personnel. 

Categories  of  records  in  the  system:  application  concerning  separa¬ 
tion  from  the  Regular  Air  Force  to  the  Air  Force  Reserve/ Air  Na¬ 
tional  Guard,  documents  pertaining  to  requisition,  assignments, 
reassignment,  separation  and  declination 

Authority  (or  maintenance  of  the  system:  US  Code  10  Section  269. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  the  routine  use  of  this  in¬ 
formation  is  to  help  in  obtaining  a  position  in  the  Air  Reserve 
forces.  Used  by  Regular  Air  Force,  Air  Reservist,  Air  National 
Guard  and  civilian  personnel  to  facilitate  finding  a  position  for 
reservists. 

Policies  and  practices  fo^  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

.  Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name  and  Sociaf  Security  Number  (SSN). 
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SalctMrd*:  Record*  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  rcsponsibk  for  servicinc  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  ckared  for  necd-to-know.  Records  are  protected  by  guards. 

Rctentkn  and  dkpnsal:  Retained  in  offke  fiks  untfl  superseded, 
obsokte,  no  longer  needed  for  teference,  or  on  inactivation,  then 
destroyed,  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerta)  and  addrem:  Commander,  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver.  CO  80280. 

Wstlfli  Btkn  pracednre:  Requests  from  individuaJs  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  AFPC/DADP, 
7300  East  First  Avenue,  Denver.  Colorado  80280.  Written  requests 
for  information  should  contain  f^  name,  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  nuy  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  shorild  provide 
a  current  Reserve  identifkation  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  his/her  appUcation/ 
declination  or  orders. 

Record  accem  preeednres:  Indhriduab  can  obtain  assistance  in 
ge««««g  access  from  the  Documentation  Management  Offker, 
AFPC/DADP,  7300  East  First  Avenue,  Denver,  Colorado  80280; 
telephone  (303)  394-4667. 

Ceatcating  record  preeednres:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Major  commands.  Consolidated  Base 
Personnel  Office,  Consolidated  Reserve  Personnel  Offke. 

SyaSeme  eicmpted  from  ceitaM  pvovWsns  ol  the  act:  NONE 
P03501X0UCYVD 

System  name:  03301 XOIACYVD  Servicemens  Group  Life  Insurance 
(SGLD  Entitkment  Case  Fiks. 

System  location:  Air  Reserve  Personnel  Center,  3800  York  Street, 
Denver,  CO  80203. 

Categories  of  hidlvldnaU  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnd. 

Categories  of  records  In  the  syotem:  Copks  of  correspondence, 
casualty  reports,  record  of  emergency  data,>SGLI  election,  death 
order,  death  Certifkate,  Air  Force  Accounting  And  Finance  Center 
(AFAFC)  vertfication  of  premium  payments. 

Anthortty  lor  maMtcaance  of  the  system:  Thk  38  U.S.Code  765- 
776. 

Rontins  uses  of  records  malatalacd  in  the  syotem.  Including  catepo- 
rks  of  users  and  the  purposes  of  such  uses:  ^rpose  is  to  determine 
if  an  individual  qualifkd  for  SGLl  coverage,  applied  and  paid  for 
premiums  for  SGLI  coverage  and  to  report  this  information  to  of¬ 
fke  of  SGLI.  Newark  NJ  for  processing  insurance  claims. 

Policies  and  praetkos  for  storing,  retrieving,  accessing,  retaMlag, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  fik  folders  and  card  files. 

Retrlevabillty:  Filed  by  Name  and  Social  Security  Niunber  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  pcrsoo(s)  responsibk  for  servking  the  record  system 
in  performance  of  their  offkial  duties  who  are  properly  screened 
and  ckared  for  need-to-know.  Records  are  protected  by  guards  and 
contrrdkd  by  personnel  screening. 

Retention  and  dkpooal:  Retained  in  offke  ffles  untO  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managers)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center. (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

NotMkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Offker,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in- 
forsMtion  should  contain  fuB  name,  SSN,  cnirent  maBing  address 
and,  if  known,  the  case  (controO  number  on  correspondence 
received  from  ARPC.  Records  may  be  revkwed  in  the  Records 
Revkw  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:(X)  am  and  3:00  pm  on  normal 


work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identifkation  card  and/or  driving  hcense  and  some 
verbal  information  that  could  verify  the  person 'd  identifkatioa. 

Record  accem  pruccdureu:  Individoals  can  obtain  assistance  in 
gaining  access  trom  the  Documentation  Management  Offker, 
ARPC/DADP,  7300  Bast  First  Avenue.  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Cunteattng  record  procednies:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Roeord  aource  catcgorlea:  information  from  notifkation  of  death 
and  documents  pertinent  to  death  and  SOLI  coverage  obtained 
from  other  milita^  branches,  pubbe  health  records,  next  of  kin,  or 
civilian  oiganizations. 

Systems  exempted  from  certain  provisions  ol  the  act:  NONE 
FR3S01XQ1ACYVH' 

System  name:  03301X01ACYVH  Air  Force  Servke  Number/Social 
Security  Account  Number  Cross  Reference  Rosters. 

System  Iscatisn:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  Indhrldnak  covered  by  the  system:  aU  Air  Force 
reservists  that  were  on  stiength  as  of  28  july  1970 

Cstegorfcs  ol  rocords  Is  the  system:  aD  Air  Force  reservuts  that 
were  on  strength  as  of  28  July  1970,  contains  grade.  Air  Force  ser¬ 
vke  number  sj^  Social  Security  Number  (SSN). 

Authority  for  malutcaaMC  ol  the  system;  10  USC  278. 

Ronthse  nsm  ol  rocords  msintsinsti  hi  the  system,  hKlndlag  catego¬ 
ries  of  users  and  the  purposes  ol  such  uses:  When  correspondence  is 
received  at  Air  Reserve  personnel  center  with  an  obsokte  servke 
number  or  without  a  SSAN  military  persoimel  ckrks  use  roster  to 
verify  if  the  author  was/or  is  a  member  of  the  reserve  and  what 
his/her  SSAN  should  be. 

Policies  and  practices  lor  storing,  retrieving,  orrimlng,  retaining, 
and  disposing  of  rocords  in  the  tynttm: 

Storage:  Maintained  in  note  books/binders  and  on  computer 
p^>er  printouts. 

Retrlevabillty:  FOed  by  Name  and  Air  Force  servke  number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  peraoo(s)  responsibk  for  servking  the  record  system 
in  performance  of  their  of&ial  dutks  who  are  properly  screened 
and  cleared  for  nced-to-kiraw.  Records  are  protected  by  guards. 

Retentioa  and  dkpsssl:  Retained  in  office  ffles  until  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Nutificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Offker,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  fuB  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  revkwed  in  the  Records 
Revkw  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identifkation  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identifkation. 

Record  accem  procedures:  Individuab  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Offker, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
tekphone  (303)  394-4667. 

Contesting  record  proeednres:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obudned  from  the  Systems 
Manager. 

Record  source  categories:  advanced  personnel  data  system 

Systems  exempted  from  certain  prsvkisns  of  the  act:  NONE 

roasoixoiACYVi 

System  name:  03301 XOIACYVI  Bad  Address  Card  Ffles. 

Systoi  locatioa:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 
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Categorka  •!  iadhrfdub  cavcrcd  bj  the  gyilcei:  Air  Force 
Reserve  members  not  assigned  to  units  who  are  assigned  to  non-af* 
filiated  reserve  section,  obligated  reserve  section,  inactive  status 
list  reserve  section,  ready  reinforcement  personnel  section,  and 
retired  reserve  section  without  pay. 

Catagorka  of  records  in  the  systcai:  Last  recorded  employer,  post¬ 
master  of  chy  of  last  recorded  address,  tekpbone  information 
operator  last  city  of  good  address,  parents  of  reservist,  other  rela¬ 
tives  of  reservist,  veterans  administration  if  reservist  has  a  claim 
number  listed  in  the  master  personnel  record,  coDege  or  university 
that  reservist  attended,  selective  service  bovds,  internal  revenue 
service,  public  utilities  or  any  other  kad  that  may  be  found  in  the 
master  personnel  record  of  the  reservist 

Authority  for  maintenance  of  the  system:  10  USC  275  Personnel 
Records. 

RontfaM  uses  of  records  maktaked  k  the  system,  keindlag  catego- 
■ks  of  aaers  and  the  parpoacs  af  such  aaea:  A  search  for  a  gpod  ad¬ 
dress  k  made  by  address  research  personnel  A  code  is  entered  into 
the  computer  which  stops  aO  computer  mail  from  going  to  a 
reservist  whose  address  has  been  identified  as  bad.  Personnel 
technicians  cut  discharge  orders  on  reservists  that  cannot  be 
located. 

PoUcks  and  praetkM  lor  storing,  rctrkvkg,  ncccaring,  retaking, 
and  dkpoakg  of  records  k  tho  system: 

Storage:  Metal  tray  on  top  of  desk,  computer  cards 

Retrievahilily:  Filed  by  Name,  Social  Security  Number  (SSN) 
and  kst  address  of  reservist 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsibk  for  servicing  the  record  system 
in  performance  of  their  official  dutks  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Rctcatka  sad  disposal:  Retained  in  office  fOes  untfl  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

Syakm  managerfs)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Nedflcatka  pracodars:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  fuO  name,  SSN,  current  mailing  address 
and.  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Revkw  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person's  identification. 

Record  aceem  procedures:  Individuals  can  obtain  assistance  in 
gainiiu  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Coatestkg  record  procedures:  The  Air  Force's  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  last  recorded  em¬ 
ployer,  postmaster  of  city  of  last  recorded  address,  telephone  infor¬ 
mation  operator  kst  city  of  good  address,  parents  of  reservist, 
other  rektives  of  reservist,  veterans  administration  if  reservist  has 
a  claim  number  listed  in  master  personnel  record,  coDege  or  univer¬ 
sity  reservist  attended.  Selective  Service  Boards,  Internal  Revenue 
Service,  public  utiUties  or  any  other  kad  that  may  be  found  in  the 
master  personnel  record  of  the  reservist 

Systems  cicmpted  from  certak  provkioas  of  the  act:  NONE 
F03501X0UCYVE 

System  name:  03501X01ACYVK  Control  Card  for  Vouchers  for 
Medical  Services. 

System  kcathm:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  af  kdfvidaak  eovered  by  the  system:  Air  Force 
Reserve  personnel 

Categories  of  records  k  the  system:  Card  tik  with  name,  address. 
SSN  (Social  Security  Number),  voucher  number  if  appUcabk,  and 
record  of  actions/  ktters/final  payment  of  bid  regarding  individual. 

Authority  for  makteaaacc  af  the  system:  10  USC  275. 


Routine  asm  of  records  maktaked  k  the  system,  kcladi^  categ^ 
ries  of  aaers  and  the  purposes  of  sack  ases:  information  in  ffles  is 
used  to  provide  a  record  of  authorizations  for  physical  examina¬ 
tions  at  government  expense  or  no  expense,  and  voucher  number. 

Policies  and  practices  for  storing,  retrieving,  acceaskg,  retakkg, 
and  dkpoakg  of  records  k  the  system: 

Storage:  Maintained  in  card  fdes. 

Retrkvability:  FQed  by  Name,  Social  Security  Number  (SSN)  or 
other  identifkation  number  or  system  identifier,  and  voucher 
number 

Safeguards:  Records  are  accessed  by  custodkn  of  the  record 
system  and  by  person(s)  responsibk  for  servking  the  record  system 
in  performance  of  their  offkial  duties.  Records  are  protected  by 
guards. 

Retention  and  dkpoeal:  Retained  in  offke  ffles  untfl  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue.  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuate  should  be  ad¬ 
dressed  to  the  Documentation  Management  Offker,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in- 
formatio  should  contain  full  name.  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  revkwed*  in  the  Records 
Revkw  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Vkhors  wkhing  to  see  their  records  should  provide  a 
current  Reserve  identifkation  card  and/or  driving  Ikense  and  some 
verbal  information  that  could  verify  the  person’s  identifkation. 

Record  aceem  procedures:  Individuals  can  obtain  assktance  in 
gaming  access  from  the  Documentation  Management  Offker, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Coatestlag  record  procedares:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from*  the  Systems 
Manager. 

Record  soarce  categories:  Information  from  Master  Personnel 
Record,  P-80  mkrofkhe  roster,  vouchers.  Air  Force  Accounting 
and  Finance  Center  and  control  logbook. 

SysteBM  exempted  from  certak  provkioas  of  the  act:  NONE 
F03501X0IACYVL 

System  aamc:  03501 XOIACYVL  Medkal  Mobilization  Augmenter 
Personnel  Management  Ffles. 

System  kcatioa:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  kdividnate  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  k  the  systeai:  copks  of  correspondence  and 
other  documents  pertaining  to  Air  Force  Reservkt  assigned  to 
Medkal  Mobilization  Augmenter  Program  managed  by  Surgeon 
ARPC,  maintained  in  case  ffles 

Authority  for  makteaance  of  the  system:  10  USC  275. 

Roulkc  uses  of  records  maktaked  k  the  systm,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  information  in  ffles  k 
used  to  manage  the  reservist  career  in  hk  medkal  career  fkid.  In¬ 
formation  k  used  by  military,  civilian  personnel 

'PoHclcs  aad  practices  for  storing,  rctrkvkg,  acccsskg,  retakkg, 
and  dbposteg  of  records  k  the  system: 

Storage:  Maktaked  k  file  folders. 

Rctrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodkn  of  the  record 
system  and  by  person(s)  responsible  for  servkkg  the  record  system 
k  performance  of  their  of&ial  duties.  Records  are  control!^  by 
personnel  screening. 

Retention  aad  dkpoeal:  Retaked  k  offke  ffles  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  kactivation,  then 
destroyed  by  tearkg  kto  pieces,  shreddkg,  pulpkg,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC) 
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PRIVACY  ACT  ISSUANCES 


N«dncattM  Requests  from  individuab  s|iould  be  ad¬ 

dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue.  Denver.  CO  80280.  Written  requesU  for  in¬ 
formation  should  contain  full  name.  SSN,  current  rnaOinf  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  licesne  and  some 
verbal  information  that  could  verify  the  person's  identification. 

Recit'd  praccdsrcsi  Individuals  can  obtain  assistance  in 

gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver.  CO  80280; 
telephone  (303)  394-4667. 

Contcathig  record  pro^nres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonrcc  categories:  information  from  master  personnel 
records.  Surgeon  Office.  ARPC,  Advanced  Personnel  Data  System, 
manning  documents  and  from  tlte  servicing  Consolidated  Base  Per¬ 
sonnel  Office. 

Systems  exempted  from  ccrtahi  provWons  of  the  act:  NONE 
P03501X01ACYVM 

System  name:  03S0IX0IACYVM  Medical  Service  Liaison  Officer 
Program  Card  File. 

System  lecathm:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver,  CO  80280. 

Categories  of  Mdlvldsals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel.  Retired  Air  Force  mili¬ 
tary  personnel. 

Categerlca  of  records  la  the  system:  Card  with  individuals  full 
name,  SSN  (Social  Security  Number),  corps,  current  address, 
school  affiliation,  servicing  personnel  office,  and  reserve  status. 
Record  to  indicate  if  individual  n  authorized  to  earn  point  credit. 

Authority  for  malatenaace  of  the  system:  10  USC  8012. 

Roattae  ases  of  records  malatalacd  la  the  system,  lacladlag  catego¬ 
ries  of  asers  aad  the  parposes  of  sack  ases:  information  in  filet  is 
used  as  an  informational  reference  file  and  an  aid  for  preparing 
point  credit  authorization  and  forwardi^  authenticated  point  credit 
forms  to  proper  servicing  personnel  office. 

Policies  aad  practices  for  storing,  rctricvlag,  arresslag,  rctalaing, 
aad  disposing  of  records  la  the  system: 

Storage:  Maintained  in  card  files. 

Rctrlevabillty:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
other  identification  number  or  system  identifier.  School  affiliation. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  protected  by 
guards. 

Retaatloa  aad  disposal:  Retained  in  office  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver.  CO  80280. 

NotMcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue.  Denver.  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Reco^s  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person's  identification. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaming  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Cautesdug  record  prac^nres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  information  from  Master  Personnel 
Records,  Annual  Survey  and  Advanced  Personnel  Data  System. 

Systenss  exempted  from  ccrtahi  provislotta  of  the  act:  NONE 
F«3501X01ACYVN 

System  name:  03501 XOIACYVN  Medical  Actions  Card  File. 

System  locatlan:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  ludlvldnals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categorfm  of  records  In  the  system:  card  file  with  record  of  all 
correspondence,  medical  action,  final  disposition  of  individual 

Authority  lor  maintenance  ol  the  system:  10  USC  591  and  592  and 
593  and  594. 

Rontinc  ases  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  nsers  and  the  pnrposes  of  such  nses:  cards  are  used  as  com¬ 
prehensive  record  of  all  medical  actions  taken  by  the  Surgeons  Of¬ 
fice  pertaining  to  each  individual.  Used  by  military  and  civilian  per¬ 
sonnel  assigned  to  the  Surgeons  Office.  .AJlow  personnel  of  the  Sur¬ 
geons  Office  to  readily  respond  to  queries  from  individuals  and/or 
other  agencies  with  need  to  know  of  all  medical  actions  taken  by 
Surgeon  regarding  individuals. 

Policies  aad  practices  lor  storing,  retrieving,  accessing,  retainhig, 
and  disposing  ol  records  In  the  system: 

Storage:  Maintained  in  card  files. 

Retrievabilhy:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Rctcntlaa  aad  disposal:  Retained  in  office  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  aad  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

NotMIcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer.  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  fuO  name,  S^N,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishii^  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  mformation  that  could  verify  the  person's  identification. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Contesting  record  procures:  The  Air  Force's  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  information  from  source  documents, 
general  correspondence,  ARPC  Form  201,  medical  facilities,  physi¬ 
cians,  medical  specialists,  and  servicing  Consolidated  Base  Person¬ 
nel  Offices. 

Systenis  exempted  from  certain  provUoas  ot  the  act:  NONE 
F03501X01ACYVP 

System  name:  03501 XOIACYVP  Air  Reserve  Information  Squadron 
Biographical  Files. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  faidlvldnab  covered  by  the  system:  Air  Force 
Reserve  personnel,  assigned  to  the  Air  Reserve  Information 
Squadron  Program  (ARIS). 

Categories  of  records  fas  the  system:  Biographies  of  ARIS  Program 
members  prepared  by  those  members  according  to  format  provided 
by  ARIS  Program  Manager.  Includes  name,  rank,  social  security 
account  number,  service  dates,  date  of  birth,  unit  ass^ments, 
civilian  employment,  military  and  civilian  education,  military  and 
civilian  experience,  aris  program  specialties,  hobbies,  and  names  of 
family  members. 
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Aatborlly  fw  ■alatcaaacc  of  tb«  lyotea:  10  USC  262. 

RooUbc  uco  of  rtcords  ■alataiacd  is  the  ijritcai,  lacladiBc  catcgo* 
rico  of  won  ud  the  porpooco  of  each  aacs:  Provide  overview  of  skiO 
resources  available  in  ARIS  Program.  Allow  selection  of  members 
best  qualified  to  meet  specific  program  requirements  and  task  as¬ 
signments. 

Policies  aad  practicea  for  storing,  retrieviag,  acrraslag,  retaiaiBg, 
and  dispooiag  of  records  ia  the  system: 

Storage:  Maintained  in  note  booksA)inders. 

RetrtevabilHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  protected  by  guards. 

Retention  aad  dispooal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcits)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC) 

NatMicatlaa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DAOP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  *  Personnel .  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  to  verify  the  person's  identification. 

Record  aceem  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DAOP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Caateadag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortet:  solicited  from  and  provided  by  in¬ 
dividual  concerned. 

Systems  exempted  from  certain  provlaloas  of  the  act:  NONE 
POaSOlXOlACYVR 

System  name:  03501 XOLACYVR  Chaplain  Personnel  Management 
Files. 

System  locathm:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  ladlvldnals  covered  by  the  system:  Air  Force 
Reserve  chaplain  personnel. 

Categories  of  records  in  the  system:  Ecclesiastical  endorsement 
special  and  annual  tour  orders,  appomtment  orders,  change  of  as¬ 
signment  or  attachment  orders,  promotion  orders,  record  of  securi¬ 
ty  clearance,  miscellaneous  correspondence  to  and  from  individual 

Authority  lor  maiateaaace  of  the  system:  Title  10  USC  8067. 

Rontlac  uses  of  records  maintained  fas  the  system,  including  cat^o* 
rles  of  users  and  the  purposes  of  such  uses:  To  maintain  a  historical 
fQe  on  the  individual,  to  maintain  copies  of  all  types  of  orders  that 
affect  his  career.  Used  only  by  Chaplains  Office.  Information  is 
used  to  process  tours  of  active  duty  to  maintain  chronological  cor¬ 
respondence  file  , 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievablUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  protected  by  guards. 

Retentiau  aad  disposal:  pending 

SyatM  maaagcr(s)  aad  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Nodficatioa  procedure:  Request  from  individual  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC  7300 
East  First  Avenue,  Denver,  CO  80280.  Written  request  for  informa¬ 


tion  should  contain  full  name  SSN,  current  address  and  if  known 
the  case  (control)  number  on  correspondence  received  from  ARPC. 
Records  may  be  reviewed  in  Records  Review  Room  ARPC,  7300 
East  First  Avenue,  Denver,  CO  80280  between  8:00  AM  and  3:00 
PM  on  normal  work  days.  For  personal  visits,  the  mdividual  should 
provide  current  Reserve  ID  Card  and/or  drivers  license  and  ^ve 
some  verbal  information  that  could  verify  the  person’s  identifica¬ 
tion. 

Record  aceem  proccdura:  Individual  can  obtain  assistance  in 
gaining  access  from  Documentation  Management  Office, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  347-4667. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  inifial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  ' 

Record  source  categories:  Information  derived  from  master  per¬ 
sonnel  record. 

Systems  exempted  from  certain  provkioas  of  the  act:  NONE 
P03S01XOIACYVS 

System  name:  03501 XOIACY VS  Personnel  Management  Records 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Members  and 
civilian/active  military  applicants  Air  Force  Reserve 

Categories  of  records  in  the  system:  Officer  and  airman  assign¬ 
ment  files  which  includes  correspondence,  memos,  completed 
forms,  messages  and  vacancy  authorization  data  for  assignment  ap¬ 
provals,  disapprovals.  Waivers,  manning  assistance,  discharges 
screening,  orders,  evaluation  reports,  documents  changing  training 
category,  personal  data,  photographs  and  related  mater^. 

Authority  for  maintenaucc  of  the  system:  10  USC  275  and  262. 

Routiac  uses  of  records  mafaitaiued  fas  the  system,  iaclnding  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Used  to  make  determina¬ 
tions  on  discharges  or  mobilization,  deferments, fulfillment  of  statu¬ 
tory  requirements.involuntary  order  to  extended  active  duty  and 
temporary  release  ;detetmine  eligibility /suitability  for  assign- 
meat/reassignment  with  the  Air  Force  Reserve  ;and  to  document 
replies  to  individuals  and  inquiries;  used  by  military  personnel 
clerks.  These  include  but  are  not  limited  to  members  participating 
in  the  Air  Reserve  Information  Squadron  (ARIS)  Program,  Judge 
Advocate  Program,  and  Surgeon  General  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabillty:  Ffled  by  Name  and  Social  Security  number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  protected  by 
guards. 

Rctentioa  aad  disposal:  Retained  in  office  ffles  untO  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  aad  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notifleation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (controO  number  on  correspondence 
received  from  ARPC.  RecoMs  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  aceem  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  ^m  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 
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Record  Marcc  calcf*rln:  information  from  the  individual 
requesting  assignment  or  making  the  inquiry  and  master  personnel 
record 

Systems  exempted  from  certain  provWoaa  of  tkc  act:  NONE 
F03S0tX0UCYVT 

System  name:  03S0IX01ACYVT  Chaplain  Biographical  Files. 

System  locatfea:  Ecclesiastical  endorsmg  agencies  Air  Reserve 
Personnel  Center,  7300  East  First  Avenue,  Denver,  CO  80280. 

Categories  of  indlvldaals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  fa  the  systM:  Name,  rank,  religion,  civilian 
education,  military  education  civilian  experience,  military  ex¬ 
perience,  professional  expertise 

Aotbority  for  mafatcaance  of  the  system:  Title  10  US  Code  8067 

Routfac  uses  of  records  mafatafaed  fa  the  system,  facladfag  catego¬ 
ries  of  asers  aad  the  purposes  of  such  uses;  To  select  chaplains  for 
special  duties  accordii^  to  specific  expertise  required.  Records  are 
used  by  Chaplains  Office  personnel. 

PuHcfas  and  practices  for  staring,  rctrievfag,  accessing,  retainfag, 
aad  iHspssing  of  rscurds  fa  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievahillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know.  Records  are 
protect^  by  guards. 

Retentisa  aad  dispeaal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  aad  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC) 

Nottfh  atisa  procedure:  Requests  born  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Reco^s  may  be  reviewed  in  the  Retards 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  an<l/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Rcoard  aceem  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Caatestfag  record  prac^ures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determirwtions  by 
the  mdhridual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  obtained  from  individual 

Systems  exempted  from  certafa  provlBloM  al  the  act:  NONE 
r03501X0IACYVW 

System  name:  0350IX01ACYVW  Personnel  Management  Files 

System  lacatfan:  Headquarters  United  States  Air  Force,  Washing¬ 
ton  DC  20330.  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280.  United  States  Air  Force  Academy, 
USAF  Academy  CO  80840.  Headquarters,  of  the  United  States  Air 
Force,  major  commands  and  major  subordinate  commands. 

Categartes  ol  fadhrldaals  covered  by  the  system:  Air  Force 
Reserve  personneL 

CaSegosies  of  records  fa  the  system:  case  folders  of  Reserve  per¬ 
sonnel  placed  on  active  duty  containing  copies  of  special  and 
Reserve  orders;  correspondence  ;documents  complete  with  informa¬ 
tion  used  for  travel  overseas  ;assignment  instructions  dist  of  actions 
taken  by  technician  ;board  actions  on  involuntary  Airmen  ;ccrtified 
receipts  acknowledgement  of  receipt  of  special  orders  card 

Authaefty  far  mafatmaace  of  the  system:  10  USC  273  Personnel 
Records  672  Reserve  components  generally, Title  10  US  Code  673 
Ready  Reserve  and  Executive  Order  11366,  4  Aug  67,  Title  10  US 
Code  Chapter  103  Senior  Reserve  Officer:  Training  Corps 

Retfas  asm  of  tucards  mafatafaed  fa  the  system,  facladfag  catege- 
rka  of  aaen  aad  the  parpesea  of  sach  ascs:  used  as  a  reference  file 


to  answer  inquiries  from  the  Reservist  and  Air  Force  personnel 
requiring  information  on  the  Reservist  being  recalled  to  active 
duty.to  send  gaining  active  units  additional  copies  as 
requested. useds  as  substantiating  documents  by  the  Air  Force 
Judge  Advocate  Office  to  show  ^  action  was  taken  in  accordance 
to  prescribing  directives  records  are  used  by  military  personnel 
technicians 

PuUdes  and  practices  for  storing,  retrieving,  accessfag,  retainfag, 
aad  dlspoolag  of  records  fa  the  system: 

Storage:  Maintained  in  note  books/binders  and  in  visible  file  bin¬ 
ders/cabinets. 

Retrlevablllty:  ascending  AFSC  order,  rank,  and  name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  protected  by  guards. 

Retention  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(a)  aad  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Request  from  individual  should  be  ad¬ 
dressed  to  Command  Documentation  Management  Officer 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280.  Written 
request  for  information  should  contain  full  name  of  individual,  SSN 
(Social  Security  Number),  current  address  and  the  case  (control) 
number  shown  on  correspondence  received  from  Center.  Records 
may  be  reviewed  in  Records  Review  Room  ARPC,  7300  East  First 
Avenue,  Denver,  CO  80280  between  8am  and  3pm.  For  personal 
visits,  tte  individual  should  provide  current  Reserve  ID  card  and/or 
driver’s  Bcensc  and  give  some  verbal  information  that  could  verify 
his/her  Military  Personnel  Record. 

Racotd  aceem  peoced  arm:  Individual  can  obtain  assistance  in 
gaining  access  from  Command  Documentation  Management  Of¬ 
ficer,  ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280, 
telephone  (303)  347-4667. 

Caatealhig  record  praccdurm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Reeard  aaurca  categartes:  Individual  Reservist,  instructions  from 
Air  Force  military  Personnel  Center,  Randolph  Air  Force  Base, San 
Antonio,TX  781^,  instructions  and  board  actions  from  Air  Force 
Reserve,  /DPAA  Robins  Air  Force  Base,  Warner  Robins,  GA  31093 
and  Air  Force  Officers  Training  Corps/SDAA,  MaxweD  Air  Force 
Base,  Mon^omery,  Alabama  36112  and  the  National  Guard  Bu¬ 
reau,  Washington  DC  20310,  and  other  Air  Commands4nstructions 
from  Headquarters/JAEC,  Washington  DC  20314 

Systems  exempted  tram  certafa  previsions  of  the  act:  NONE 
F03501X0OTAYZA 

System  name:  Management  Control  System  (MCS) 

System  l^tlsn;  Administrative/Personnel  Support  Office,  Room 
1D1S8,  Air  Force  Data  Services  Center,  AFDSC/CEA,  Pentagon, 
Washington,  D.C.  20330.  Training  Team,  Office  of  Plans  and 
Management,  Room  1C1041,  Air  Force  Data  Services  Center, 
AFDSC/XMT,  Pentagon,  Washington,  D.C.  20330. 

Categoftes  al  fadhrldaals  covered  by  the  system:  AH  Air  Force  ac¬ 
tive  duty  military  personneL 

Air  Force  civilian  employees. 

Categories  al  rscords  fa' the  system:  Types  of  records  listed  in 
MCS  are  those  associated  with  a  locator  file,  Le.,  the  individual’s 
name,  home  address,  home  phone,  etc.  Also  contained  are  records 
relating  to  the  office  the  individual  is  assigned  to;  their  authorized 
and  assigned  grade;  date  they  were  assigned  to  this  organization; 
for  military  personnel  only,  the  date  they  wiO  depart;  who  their  su¬ 
pervisor  is;  and  the  individual’s  duty  phone  and  his  immediate  su¬ 
pervisor’s  duty  phone.  This  also  contains  training  information  for 
military  and  civflian  personnel  assigned  to  AFDSC.  This  informa¬ 
tion  consists  of  course  completions  by  date. 

Antherky  fer'mafatenancc  al  the  system:  Title  S  U.S.C.  301  De¬ 
partmental  Regulations;  Title  10  U.S.C.  133  Secretai^  of  Defense 
appointments,  powers  and  duties;  delegations  by;  Title  44  U.S.C. 
3101  Records  management  by  Agency  hnds,  general  duties. 

Reutfas  MCS  al  vacfrds  mafatafaed  fa  the  system,  Incladfag  catega- 
ftes  al  Mcrs  aad  the  parpaaca  al  such  uses:  The  MCS  system  was 
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eaUbliahed  as  a  oanaccment  tool  to  provide  office  managert  with 
information  concerning  their  overall  manpower  picture  to  aid  them 
in  scheduling  workload  requirements  in  auppoit  of  this  organiza¬ 
tion's  assiued  mission.  This  system  also  acts  as  a  Central  Locator 
File  and  also  allows  a  variety  ot  manpower  reports  to  be  produced, 
b.  Anticipated  users  of  the  MCS  system:  (1)  Commander,  Air  Force 
Data  Services  Center.  (2)  Directors  and  Divisions  Chiefs,  Air  Force 
Data  Services  Center.  (3)  Administrative  personnel  assigned  to  the 
OfHce  of  Administrative/Personnel  Support  function.  Air  Force 
Data  Services  Center,  and  training  personnel  assigned  to  Training 
Team,  Office  of  Plans  and  Management.  (4)  CivOLui  agencies  and 
other  government  agencies.  (Specific  names  and  government 
branches  cannot  be  identified  since  the  system  acts  as  a  locator  file 
for  individuals  assigned  to  AFDSC.  Any  civilian  agency  or  govern¬ 
ment  branch  could  request  information  concerning  an  individual  in 
order  to  locate  that  individual  at  their  place  of  duty  or  at  home.)  (S) 
Military  and  Civilian  Personnel  Offices  assigned  to  the  1143rd  Air 
Base  ^uadron  Pentagon,  Washington,  D.C.  c.  Specific  use  of  in¬ 
formation  by  each  of  the  users  mentioned  in  paragraph  8b.  (I)  The 
Commander,  AFDSC  uses  the  information  from  the  MCS  system 
keep  informed  of  the  current  manpower  authorizations  within 
AFDSC  and  were  individuab  are  assigned.  This  is  alM>  true  for 
Directors  and  Division  Chiefs  in  AFDSC.  From  this  information  the 
AFDSC  workload  is  closely  managed  to  meet  requirements  by 
customers  that  this  organization  supports.  In  addition,  the  Com¬ 
mander,  Directors  and  Divisions  Charfs  can  request  a  variety  of 
manpower  information  from  this  system  when  certain  data  fields 
are  aligned.  (2)  The  administrative  personnel  assigned  to  the  Ad¬ 
ministrative  personnel  support  function  mainly  use  the  informma- 
tion  supplied  from  MCS  as  a  Central  Locator  file  in  order  to  assist 
outside  callers  in  locating  offices  and  individuals  of  this  organiza¬ 
tion.  Training  Personnel  use  this  file  to  provide  cost  estimates  for 
input  to  the  annuiJ  budget  preparations  for  this  organization.  (3) 
The  information  provided  to  civilian  and  government  agencies 
would  be  upon  request  to  locate  an  individual  assigned  to  AFDSC. 
(4)  Civilian  and  Military  personnel  offices  are  provided  information 
in  report  form.  In  most  cases  this  information  conneems  number  of 
personnel  assigned  against  number  authorized,  or  the  number  of 
personnel  assipied  in  a  particular  grade.  Each  of  these  offices  can 
request  other  inquiries  concerning  personnel  for  which  the  MCS 
can,  in  most  cases,  provide  the  answers  to  their  questions. 

PoUdes  and  practices  far  storing,  retrieving,  accessing,  retaining, 
and  dispeeing  el  racards  in  the  system: 

Storage:  Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

RetrievabiUty:  Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servictog  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

Retentlan  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  tlton  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maiMger(i)  aad  addrem:  Chief,  Administrative/Personnel 
Support  Office,  Air  Force  Data  Services  Center,  Pentagon, 
Washington,  D.C.20030. 

Nodflcatiea  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  pracedares:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coataatiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from*  the  Systems 
Manager. 

Record  eonree  categories:  Information  obtained  from  individual. 

Systeau  exempted  from  ccrtola  pravisloas  of  the  act:  NONE 
P035010BXQPCAB 

System  name:  Admissions  and  Registrar  Records 

System  locatioa:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  indlvldnals  covered  by  the  system:  Air  Force  Acade¬ 
my  nominees/appointees,  cadets,  graduates  and  Air  Force  Reserve 
Officers  not  on  active  duty. 

Categories  of  records  in  the  system:  (DAB  data  used  in  the  can¬ 
didate  selection  process  for  the  USAF  Academy.  Includes  high 
school  records,  admissions  test  scores,  physical  aptitude  examina¬ 


tion  scores,  high  school  extra  curricular  activities,  medical  qualifi¬ 
cation  status,  personal  data  records,  letters  of  recommendation,  ad¬ 
dress,  phone  number,  SSAN,  race,  height,  weight,  citizenship, 
statement  of  reasons  for  attending  Academy,  nomination,  and  Pr^ 
School  or  college  record  if  a^licable.  (2)  Letters  of  evaluation  for 
recording  counseling  for  aptitude  probation,^  counseling  records 
which  record  counselors  notes.  Test  data  for  interest/personality 
profiles.  (3)  Service  academies  precandidate  questionnaries,  compu¬ 
terized  report  by  Congressional  district  (4)  Per-  tinent  information 
on  assigned  Liaison  Officers,  reports  of  individual  Liaison  Officer 
activity  and  copies  of  general  correspondence.  (S)  Grade  and  qua^ 
ty  point  averages,  course  grade  distributions,  ^neral  and  academic 
orders  of  merit,  military  dependents  on  merig  fots,  squadron  assign¬ 
ments.  (6)  USAFA  Prep  School  computer  listings,  selection  data  on 
new  classes,  medical  qualification  at  entry,  cadet  high  school  rank 
and  class  size.  Fourth  Class  squadron  assignments,  special  rosters 
with  all  scores  (acceptees,  declinations,  minorities,  recruited 
athletes,  and  Prep  Schwl).  rosters  from  biographical  data  sheets 
(Protestant,  Catholic.  Jewish,  and  other  religions,  military  parents, 
USAFA  Piep  School  graduates,  other  Prep  School  graduates.  Civil 
Air  Patrol,  former  ROTC  members.  Boy  Scouts.  Eagle  Scouts, 
cadets  whose  fathers  are  general  officers,  former  Boys  State  and 
Boys  Nation  delegates  and  cadets  with  private  pilot  licenses),  com¬ 
puter  listings  of  high  school  activities  and  general  information,  ad¬ 
missions  computer  listings  (all  candidates,  qualified  candidates, 
selectees,  athletes,  minorities,  ex-cadets  and  state  status  reports), 
and  related  data.  (7)  Flying  training  graduates  and  eliminees,  gradu¬ 
ate  data  sheeto,  graduate  initial  assignments  and  graduate  scholastic 
degrees  and  losses. 

Authority  for  raalntcaaacc  of  the  system:  10  USC  8012,  10  USC 
903 

Routlac  naes  of  records  maintained  fas  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  (1)  Used  by  Admissions 
Office,  Selection  Panels.  Academy  Board,  Athletic  Department  and 
Prep  ^hool  personnel  for  selection  of  cadets  to  attend  the  Prep 
School  and  USAF  Academy.  Also,  used  to  evaluate  candidates  for 
recommendation  for  civilian  preparatory  school  scholarships.  Used 
to  form  the  nucleus  of  the  cadet  record  for  candidates  selected  to 
attend  the  Academy.  (2)  Used  by  counselors  assigned  to  assist 
cadets  with  one  or  more  counseling  related  problems.  (3)  Used  by 
Admissions  Office  to  prepare  evaluation  of  candidates'  potential 
for  submission  to  Members  of  Congress  and  to  schedule  for  medi¬ 
cal  examinations.  (4)  Monitor  training  of  Liaison  Officers  and  ad¬ 
vise  persons  interested  in  the  Academy  of  the  name,  address,  and 
telephone  numbers  of  their  nearest  liaison  officer.  (5)  To  evsJuate 
cadet  academic  and  military  achievement  and  to  coordinate 
statistics  relating  to  cadet  strength  and  attrition.  (6)  To  evaluate 
selection  procedures  of  AF  Academy  cadets,  to  assure  that  criteria 
for  entering  cadets  are  met  and  to  procure  various  biographical  in¬ 
formation  on  incoming  cadets  for  press  releases.  (7)  To  evaluate 
Air  Force  Academy  paduate  achievements  in  graduate  schoob,  fly¬ 
ing  training  and  reguuu'  duty  assigrunents. 

PoUdea  aad  practices  lur  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  on  disks  or  drums. 
Maintained  on  computer  magnetic  tapes.  Maintained  on  computer 
paper  printouts.  Maintained  on  roO  microfilm.  Maintained  in  note 
books/binders. 

RetrievabiUty:  Filed  by  Name.  Filed  by  Social  Security  Account 
Number  (SSAN).  Ffled  by  other  identification  number  or  system 
identifier. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person^)  responsible  for  servicing 
the  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms.  Records  are  stored  in  safes.  Records  are  stored 
in  vaults.  Records  are  controlled  by  visitor  reguters. 

Rcteatloa  aad  disposal:  AO  data  used  in  candidate  selection, 
counseling  records  letters  of  evaluation  and  service  academy 
precandidate  questionnaires  are  Retained  in  office  files  for  one  year 
after  annual  cut-ofi,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning,  also  may  be  buried. 
Records  of  candidstes  who  accept  appointments  are  sent  to  Cadet 
Records  System,  USAF  Academy.  Liaison  Officer  information: 
Retained  in  office  files  until  reassignment  or  separation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning.  May  also  be  buried.  Grade  information,  background  A  bio- 
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gnpkkal  nfonnatioa  oa  nomiiieet.  appointees,  and  cadets;  and  fly¬ 
ing  trawling  mfomation  is  Retained  in  office  ffles  nntO  superseded, 
obsolete,  no  lomer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning,  also  may  be  buried. 

System  maaagcr(s)  and  addrcm:  Director  of  Admissions  and  Re¬ 
gistrar,  USAF  Academy,  CO  80840. 

WatlBrsrtan  procedure:  RequesU  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Ifanager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Conlcfltlag  record  pPocedures:  The  Air  Force's  roles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obttdned  from  the  Systems 
Manager. 

Record  source  categories:  Information  generated  within  the  cadet 
counseling  center  by  personnel  assigned,  outside  the  center  by 
referral  sources,  Le.  parents,  liaison  offleers,  other  members  of  the 
Academy  staff.  Information  obtained  from  Vocational  institutions. 
Information  obtained  from  automated  system  interfaces.  From  in¬ 
dividual  himself  on  forms  filled  out  as  a  candidate,  C<dlege  En¬ 
trance  Examination  Board  and  American  College  Testing  scores. 
Ah’  Force  Medical  examinations,  individnal  letters  of  recommenda¬ 
tion,  individoal  and  personnel  reVrds. 

Systems  exempted  ferani  certain  prerlsiane  af  the  act:  NONE 
f«3M12«SSGBPA 

System  name:  Information  Officer  Background  Record 

System  laentian:  Headquarters  Strategic  Ah  Command  (SAC)  OI 
see  DoD  Directory  Headquarters  ISth  Ah  Force  OI  see  DoD 
DheeUwy  Headquarters  8th  Ah  Force  OI  see  DoD  Directory 

Categefies  al  MdMdnab  coverad  by  the  system:  Information  and 
adminhtrativc  personnel  at  aB  SAC  Offlees  of  Information 

Cntegarifs  af  raeards  la  the  qralem:  Name  rank  SSAN  photograph 
dates  of  rank  and  separation  assignme  nt  history  military  and 
civilian  schooling  degrees  military  job  history 

AnthaeRy  far  maintananfa  af  the  system:  10  USC  8012 

RaatMe  asm  af  recarda  maintained  la  the  system,  inchidlag  catago- 
rfas  af  naere  and  the  pnrpmss  of  each  asm:  Assignment  reseat 
Headquarters  SACOI  ud  numbered  Ah  Force  OI  personnel  assign¬ 
ment  recommendations  and  locator 

man^ 

BM 

and  it1s|inelng  of  recarda  M  the  eystem: 

Storage:  Maintained  in  card  files. 

Ratiievabttity:  FOed  by  Name. 

Saisgnards:  Records  are  accessed  by  authorized  personnel  who 
are  pr^>erty  screened  and  cleared  for  nVd-to-know. 

Records  are  stored  in  file  cabinets. 

Retentlan  and  dlspoaal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  buiVng. 

System  Hsaaager(s)  and  addrem:  Dhector  of  Information 
Headquarters  SAC 

Watihatlan  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accam  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Caatcatlag  record  procedures:  The  Ah  Force’s  roles  for  access  to 
records  and  for  contesting  and  appealing  determinations  by 

the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorks:  Individual  completes  and  changes  file 
card 

Systems  exempted  from  certaM  prbvWoaa  of  the  act:  NONE 
P03S02  DPMMB  A 

System  name;  Selective  Reenhstment  Consideration 

System  locettoa:  At  Ah  Force  Military  Personnel  Center,  Ran¬ 
dolph  Ah  Force  Base,  TX  78148. 

At  consfdidated  base  personnel  offices  only.  Official  mafling  ad¬ 
dresses  are  in  the  Department  of  Defense  dhectory  in  the  appendix 
to  the  Ah  Force’s  systems  notice. 

O^garks  af  kdlildnah  covered  by  the  system:  Initial  enlistees 
wUiin  IS  months  of  original  exphation  term  of  service. 


Categarks  af  raeards  In  the  syatom:  Documentation  of  selective 
reenhstment  consideration  process. 

Anther Ry  lor  mahsknance  of  the  systam:  Thk  10,  United  States 
Code  (USC)  -  Chapter  833,  Enhstments,  Sections  82SI  •  8263;  Thk 
44,  USC,  Chapter  31,  Pnbbc  Printing  and  Documents,  Records 
Management  by  Federal  Agencks,  Section  3101 

Routine  uses  of  records  malntalaad  In  the  system,  kcladiag  catego- 
rka  af  users  and  the  pnrpoam  af  sack  asm:  *ro  determine  member’s 
reenhstment  ehgibihty.  Member’s  immediate  supervisor,  member’s 
immediate  commander,  unh  career  advisor,  base  career  advisor. 

Pallcks  and  practices  lor  staring,  retrkvkg,  acceastag,  retaiaiag, 
aad  rtkpsaiag  el  recarda  la  the  system: 

Storage:  Maintained  in  vkibk  tile  binders/cabhiets. 

RetrkvabilRy;  FOed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibk  for  servicing  the 
record  system  in  performance  of  theh  official  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentlan  aad  disposal:  FOed  temporarily  in  member’s  Unh  Per¬ 
sonnel  Records  prior  to  reenhstment;  permanently  filed  in  Master 
Personnel  Records  at  time  of  reenhstment,  separation,  discharge  or 
retirement. 

System  managufs)  aad  addrcm:  Assistant  Deputy  Chief  of  Staff 
PerMoncl  for  Military  Personnel,  Randolph  Ah  Force  Base,  Texas 
78148. 

Natllli  stlen  ptacednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

or  by  contacting  agency  officials  at  respective  servicing  Con¬ 
solidated  Base  PersMncI  Office. 

Eocard  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

or  same  procedure  as  for  notification. 

Coadsathig  roeord  pcaetdnrm:  The  Ah  Force’s  mks  for  access  to 
records  and  for  ermtesting  and  appealing  initial  determinations  by 
the  individoal  concerned  may  be  obtained  from  the  Systems 

Manager. 

Record  source  categorks:  Entries  are  made  by  the  supervisor  and 
commander,  and  acknowledged  by  the  member. 

Systems  exempted  from  cortala  pravkloM  of  the  act:  NONE 
F03Sd2  DPMMB  B 

System  name;  Request  for  Varkbk  Reenhstment  Bonus  (VRB) 
and/or  Advance  Payment  of  VRB. 

System  kcatka:  At  consolidated  base  personnel  offkes  only.  Of¬ 
ficial  mahing  addresses  are  in  the  Department  of  Defense  dhectory 
in  the  appendix  to  the  Ah  Force’s  systems  notke. 

Categorks  of  hMlivIdnak  covered  by  the  syetem:  Enlisted  members 
who  are  receiving  Selective  Reenhstment  Bonus  payments  in  equal 
annual  installments  and  request  advance  payment  of  one  or  more 
such  remaining  installments. 

Categorks  of  records  M  the  systmn:  Requests  for  Variabk  Reen¬ 
hstment  Bonus  (VRB)  and/or  Advance  Payment  of  VRB. 

AuthorRj  lor  maIntenaBCC  of  the  ^rslcm:  Thk  37  Unhed  States 
Code;  Pay  and  Allowances  of  the  Uniformed  Servkes  -  Chapter  5  - 
SpecU  sum)  Incentive  Pays,  Section  306;  Thk  44  Unhed  States 
Code:  Pubhc  Printing  and  Documents,  Chapter  31  •  Records 
Management  by  Fedei^  Agencies,  Section  3101 

RoatlM  asm  of  rocarde  makstakril  la  the  system,  iaclndlag  cakgo- 
iks  of  users  aad  the  paiyems  of  each  aaes:  Request  advance  pay¬ 
ment  of  Selective  Reenhstment  Bonus  monks  due  in  subsequent 
fiscal  yean.  Immedkte  commander,  major  command  headquarters 
career  motivation  office.  United  States  Ah  Force  Deputy  Chkf  of 
Staff/Personnel,  Motivation  and  Retention  Division,  Randolph  AFB 
,  Texas  78148 

PoHcka  and  practices  lor  storing,  retckvhig,  acceasiag,  retahikg, 
and  dkpaoing  of  records  la  the  system: 

Storage:  Maintained  in  vkibk  fik  bindera/cabiaets. 

RetrkvabilRy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  castodkn  of  the  record 
system. 

Records  are  accessed  by  persoo(s)  responsibk  for  servking  the 
record  system  in  performance  of  theh  offkkl  dntks. 
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Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentton  and  dispwal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Nodficatioa  proccduie:  Individual  may  contact  agency  officials  at 
the  respective  servicing  Consolidated  Base  Personnel  Office  to  ex¬ 
ercise  his  rights  under  the  Act. 

Record  access  procedures:  Individual  may  contact  agency  officials 
at  the  respective  servicing  Consolidated  Base  Personnel  Office  to 
exercise  his  rights  under  the  Act. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member’s  application 

Systenu  exempted  from  certaM  provlaioas  of  the  net:  NONE 
P03502  OBXQPCB 

System  name:  Cadet  Personnel  Records  System 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categorlea  al  fasdlvMaals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Catcgarles  el  records  In  the  system:  This  record  system  contains 
both  Military  Personnel  documents  and  CounseUi^  documents. 
Cadet  Aptitude  Referral,  Commandant’s  Aptitude  Review,  Referral 
of  Offenses  and  Award  of  Punishments,  Cadet  Aptitude  Briefing, 
Air  Officer  Commanding  Evaluation  for  Commissioning,  Frequency 
Distribution  (MOM),  Form  for  Remarks,  MOM  Interview  Letters, 
Physical  Education  Performance,  Memo  For  Record,  Cadet  Inter¬ 
view/Evaluation,  Mental  Health  Letter,  Apt  Advisory  CommittRe- 
port.  Cadet  Status  Record,  Air  Officer  Commanding  Evaluation  of 
CadM,  Counseling  Record. 

Authority  for  mahstenancs  ol  the  system:  44USC3I01 

Routine  uses  of  records  maintained  In  the  system.  Including  catego- 
rtas  of  users  and  the  purposes  of  such  uses:  For  use  in  controlling 
and  regulating  a  cadet  during  his  time  at  the  USAF  Academy. 

Policies  and  practices  for  storing,  retrieving,  accesslag,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrlevablUty:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retentloa  and  dl^osal:  These  records  are  stored  for  one  year 
after  graduation,  then  merged  with  the  Master  Cadet  Personnel 
Records  maintained  by  Registrar,  Cadet  Records  Section,  USAF 
Academy,  CO  80840. 

System  maaagcr(s)  and  addrem:  Commandant  of  Cadets 

Notification  procedure:  See  Exemption 

Record  accem  procedures:  See  Exemption 

Coatestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  conceibed  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provbloas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  SS2a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

r03502  OBXQPCC 

System  name:  Cadet  Personnel  Records  System 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  hsdivldnab  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  la  the  system:  This  record  system  contains 
both  Military  Personnel  documents  and  counsels^  documents. 
Record  of  Emergency  Data,  Cadet  Acceptance  Record  Oath  Allegi¬ 
ance,  Statement  of  Consent,  Unmarried  Certificate,  Appointment 
Order,  Summer  Training  Record,  Birth  Certificate,  Special  Orders, 
Awards  and  Decorations,  Request  for  Insurance  (SOLD.  SOLI 
Election,  Cadet  Insurance  Program  Letter,  Application  for  Identifi¬ 


cation  Card,  Training  Certificates,  Data  for  Parachutist  Rating 
(LRA),  Individual  Jump  Record,  Aeronautical  Orders,  Record  of 
Personnel  Security  Investigation  and  Clearance,  Statement  of  Per¬ 
sonal  History,  LPT  Scores,  USAF  Drug  Abuse  Certificates 
(Appointment  Officer  Training  Applicants  Only),  Small  Arms 
Ma^smanship  Training  Data,  Personnel  Data  Sheet,  Cadet  Bio¬ 
graphical  Data,  Cadet  Personal  Information,  Statement  of  Travel, 
Academy/  Class  Commhtee/Commandants  Boards  Actions,  Title  10 
use  Letter,  Course  Completion/Retake  Letters,  Cadet  Per¬ 
formance  Report,  Basic  Cadet  Evaluation  Report,  Letters  of  Ap¬ 
preciation,  Commandants  Letters  for  Placement/Continuation/R 
emoval  from  Apt/Cond  Probation,  Academic  Probation  Notifica¬ 
tion,  Final  Clearance  (Graduates),  Report  of  Separation  from  Ac¬ 
tive  Duty,  Record  of  Disenrolhnent  from  Officer  Candidtate  Type 
Training 

Aothorlty  for  maintenance  of  the  system:  44USC  3101 

Routine  uses  of  records  maintained  ha  the  system,  incladlag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  in  controOmg 
and  regulating  a  cadet  during  his  time  at  the  USAF  Academy 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrlevablUty:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retentloa  and  disposal:  Stored  for  1  year  after  graduation  then 
merged  with  the  Master  Cadet  Personnel  Record  maintained  by  Re¬ 
gistrar  Cadet  Records  Section,  USAF  Academy,  CO  80840. 

System  managcr(s)  and  addrem:  Commandant  of  Cadets  USAF 
Academy  Co.  80205 

Notlficatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesthsg  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth.  « 

Systems  exempted  from  certaM  provlslotts  of  the  act:  NONE 
F03502  OBXQPCD 

System  name:  Master  Cadet  Personnel  Record  (RR)/Historkal 

System  locatioa:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  File  folders,  binders,  roll 
microfilm  containing  selected  special  orders  (appointment,  assign¬ 
ment,  awards,  separation,  etc.);  letters  of  resignation/separation  ac¬ 
tions,  release  of  details  of  honor  violations,  record  of  separation 
and  disenroDment  actions,  if  applicable;  selected  letters  to  and  from 
parents,  high  school  and  college  transcripts,  CEEB  test  scores,  per¬ 
sonnel  data  record  and  biographical  data,  computer  generated 
products  of  academic  grade  i^onnation,  graduation  data,  types  of 
degrees  conferred  and  majors  awarded. 

Authority  for  maintenance  of  the  system:  10USC903 

Rontlae  usee  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  ol  such  uses:  These  records  form  a 
complete  history  of  each  cadet  who  attends  the  Air  Force  Acade¬ 
my.  They  reco^  the  academic  and  military  performance  of  each 
cadet.  Ttey  contain  documents  pertaining  to  awards,  academic  and 
military  honors  received,  separation/resignaUon  actions,  disenroD¬ 
ment  actions,  graduation  data,  types  of  degrees  and  majors 
awarded.  The  files  are  reviewed  by  federal  agencies,  the  FBI,  OSI, 
and  DIS  in  conducting  background  investigations  for  security 
clearances,  by  organizations  within  the  Department  of  Defense  to 
determine  qualifications  for  assignments,  to  determine  and  confirm 
training  needs;  by  AFROTC,  recruiting  ami  medical  services  units 
to  determine  qua^kations  and  eligibility  for  training  programs  and 
for  military  service,  to  the  mDitaiy  personnd  center  to  confirm  or 
to  recreate  a  miUury  service  record,  to  die  Veterans  Administra- 
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tioo  to  dctermiiic  elifibility  for  bcnefiU;  if  requeaU  are  accom¬ 
panied  by  an  authorizing  aignature  of  the  individual  concerned,  the 
information  contained  in  the  recorda  ia  releaaeaMe  to  civilian  agen- 
ciea  in  determining  qnahficationa  for  employment,  to  civilian  educa¬ 
tional  inatitntiona.  ai^  to  law  enforcement  agenciea. 

PnlMea  and  practka  far  atartng.  retrieving,  accemiag.  retahiteg, 
and  (Hapnalng  of  recorda  !■  the  qralem: 

Storage:  Maintained  in  file  foldera. 

Maintained  on  computer  paper  printouta. 

Maintained  on  roD  mkronim. 

Retilev ability:  Filed  by  Name. 

Filed  by  other  identification  number  or  ay  stem  identifier. 

Safeguarda:  Recorda  are  accessed  by  custodian  of  the  record 
system. 

Recorda  arc  acceaaed  by  personia)  responaiblc  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  arc  stored  in  vaults. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  arc  controlled  by  visitor  registers. 

Rctcatlnn  and  dtapnanl:  The  Master  Cadet  Personnel  Record/RR 
(Historical)  is  screened  and  microfilmed  one  year  after  the  gradua¬ 
tion  of  a  class.  The  paper  copy  is  retained  for  6  years  after  gradua- 
bon  by  the  Stagii^  /jea.  USAF  Academy,  CO  80840,  and  then 
destroyed  by  tearing  into  pieces.  The  microfilm  copy  is  retained 
permanently  by  Registrar,  Cadet  Records,  USAF  Academy,  CO 
80840. 

System  managcffs)  and  addros:  Director  of  Admissions  and  Re¬ 
gistrar  USAF  Aca^my  Co  80205 

Notification  preccdnre:  See  Exemption 

Record  scctm  procedures:  See  Exemption 

Contesting  rccerd  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contestmg  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  552a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager,  suitabih- 
ty  of  cadets  for  graduation  and  commissioning  as  an  officer  in  the 
United  States  Air  Force.  To  freely  release  these  documents  could 
compromise  the  integrity  of  the  system  of  evaluating  and  rating 
cadets.  Para  3(K)(7)  IMvacy  Act  of  1974. 

P03502  OBXQPCE 

System  name:  Master  Cadet  Personnel  Record  (RR)/Activc, 
Directorate  of  Cadet  Records 

System  locathNi:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  taKUvIdHsIs  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  In  the  system:  File  folders,  binders  and 
storage  cabinets  containing  letters  of  acceptance  and  appointment, 
high  school  record,  admissions  test  scores,  physical  aptitude  ex¬ 
amination  scores,  participation  in  high  school  extracurricular  activi¬ 
ties,  medical  qualification  status,  personnel  data  record,  letters  of 
recommendation  and  evaluation,  addresses  by  phone  number, 
SSAN,  race,  height,  weight,  citizenship,  statement  of  reasons  for 
attending  the  Academy,  preparatory  school  and  college  records,  if 
apidicable.  Invitation  to  travel  letters,  transfer/validation  credit  in¬ 
formation.  academy  board  actions,  computer  generated  products  of 
academic  grade  i^ormation,  parents  address  by  state  rosters, 
verifleation  of  independent  studies,  computer  listings  of  minority 
students  by  race,  listings  of  foreign  cadets,  special  orders  assigning 
cadets  to  the  wing,  cadet  alpha  wing,  squadron  and  class  rosters, 
and  matrkalation  roster. 

Anthwlty  fur  maintenance  uf  the  system:  10USC9331 

Routine  uses  uf  records  maintained  In  the  system,  includlag  catego¬ 
ries  of  users  and  the  pmrpmta  of  such  uses:  lliese  records  are 
created,  collected,  and  maintained  to  record  the  application  and  ap- 
pomtment  to  the  Academy,  and  to  record  the  academic  history  of 
cadets  who  attend  the  Academy.  They  provide  a  means  of  checking 
the  academic  performance  of  each  cadet,  recording  aO  grades  given 
for  completed  courses,  computing  grade  point  averages,  to  identify 


academic  deficiencies,  and  to  insure  that  all  re<|uirements  for 
graduation  are  being  met.  The  academic  grade  information  is 
released  to  cadets,  their  parents  and  congressmen,  and  to  Academy 
instructors,  counselors  and  advisors  in  assisting  cadets  in  selecting 
majors,  determining  academic  requirements  for  spuctfic  majors  and 
scheduling  courses.  The  computer  listings  are  also  used  by  mem¬ 
bers  of  the  staff  and  faculty  to  readSy  identify  cadets  by  race, 
squadron  and  by  class.  The  Class  Committees  and  the  Academy 
Board  use  these  records  to  evaluate  a  cadet’s  academic  per¬ 
formance  and  to  determine  his  ehgibdity  to  continue  with  the 
academic  program  at  the  Academy. 

Pulkics  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  iHspsslng  of  rocurds  in  the  system: 

Storage:  Mamtaincd  in  file  folders. 

Maintained  on  computer  paper  printouts. 

Mamtaincd  on  roO  microfilm. 

Retrlcvablllty:  Fflcd  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personfs)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  cootaincrs/cabinets. 

Records  are  stored  in  vaults. 

Records  are  controlled  by  visitor  registers. 

Retention  and  disposal:  Records  are  screened  and  microfilmed 
one  year  after  graduation.  The  microfilm  copy  is  retained  as  a  per¬ 
manent  record.  The  paper  copy  is  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  or  burning. 

System  managerfs)  and  addrem:  Director  of  Admissions  and  Re¬ 
gistrar 

Notification  proceduro:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  pracednrm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procodnrm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  catogorim:  Information  is  obtained  from  forms  the 
individual  cadet  fills  out  with  his  initial  application  to  the  Academy, 
other  educational  institutions,  grades  tests  and  examinations  given 
at  the  Academy,  from  high  school  and  other  college  transcripts, 
and  from  actions  taken  by  the  Academy  Board. 

Systems  exempted  from  certain  provlslaas  of  the  act:  NONE 
r03S02  OMUHHZA 

System  name:  Manning  Speciahst  Evaluation. 

System  location:  Air  Force  Reserve,  Robins  Air  Force  Base  GA 
31098.  At  Air  Force  Reserve  Units. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  Indivtduals  covered  by  the  system:  Senior  manning 
specialists  and  manning  specialists 

Categories  of  records  fas  the  system:  Job  performance  standards. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  usm  of  records  matntataed  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposm  of  such  usm:  Basis  to  authorized  179 
day  manday  tours. 

PoUdm  aad  practlcm  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retiievabllity:  Name  SSAN 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Retention  and  dkpoaal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
puling,  macerating,  or  bumiag. 

System  managers)  and  addrem:  AFRES  (RS),  Robins  AFB  GA 
31098. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  proccdurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 
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Coatcfttef  rcc«r4  praccdarca;  The  Air  Force**  rale*  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Wing  Group  Reserve  Commanders. 

Systems  exempted  from  certain  provbiona  of  the  act:  NONE 
F03S62  tTYLNGA 
System  name:  Career  Development  Folder. 

System  locatioa:  At  Air  Force  Office  of  Special  Investigations, 
Washmgton  DC  20314. 

Categortes  of  faNiivldnals  covered  by  the  system:  All  officer  and 
enlisted  special  agents  assigned  to  the  Air  Force  Office  of  Special 
Investigations  (AFOSD.  The  Defease  Investigative  Service  (DIS). 
and  the  Defease  Intelligence  Agency  (DIA).  Also  includes  those 
spMial  •fUBts  assigned  to  any  Department  of  Defense  (DOD)  ac¬ 
tivity  or  DoD  sponsored  program. 

Categortes  al  rocords  la  the  system:  Records  of  counseling.  Of¬ 
ficer  career  objective  statements  Airman  assignment  preference 
statements,  career  development  patterns,  military  special  orders, 
pertinent  certificates  of  courses  attended,  and  applicable  career 
correspondence. 

Aatharfly  far  malatenaart  al  the  system:  44  DSC  3101. 

Raatfac  aacs  of  rocards  malatafamd  la  the  system,  laclndl^  catega- 
ites  of  aaars  aad  the  parpaaoa  af  sach  aaca:  To  mooiTor  and  develop 
special  agent  career  pro^ssion.  Used  by  special  i^ent  career 
monitor*  to  ascertain  individual  career  objectives,  to  recommend 
job  and  school  assignments,  and  to  counsel  special  agents.  Used  by 
the  Commander,  supervisors,  and  personnel  specialists  in  the  as- 
sigiment  selection  process  based  on  individaal  eligibility  and 
desires. 

FaHdsn  aad  practices  lor  atartag,  retrieving,  accessing,  retalaiag, 
aad  dlspealag  af  rscards  in  the  qratem: 

Storage:  Maintained  in  fQc  folders. 

RttrtevabiUly:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personfs)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Rttantten  aad  dbpesal:  Retaaied  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagarfs)  aad  address:  Commander,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314. 

Nedficatloa  prsesdare:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procodnrss:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record -pracedares:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Data  n  extracted  from  individual  train- 
ing  and  mihtary/  civilian  personnel  records. 

SystenM  exempted  from  certain  provisions  of  the  act:  NONE 
F03S02XOBXQPCA 
System  naaic:  Academic  Counseling  Record 

System  locatioa:  At  United  States  Air  Force  Academy,  CO  80840. 

Categortes  of  iadividaals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categortes  el  records  la  the  system:  Copy  of  academic  schedules 
aad  grades;  interview  forms;  request  for  academic  waivers;  docu¬ 
mentation  of  academic  difficulty;  plan  outlining  courses  that  asast 
be  UAen  in  order  to  graduate. 

Authority  for  UMtetcaance  af  the  system:  I0USC903 


Routine  uses  of  records  maiatainod  in  the  system,  laciading  catego¬ 
rtes  of  nsers  aad  the  parpsaea  of  sach  uses:  Purpose  of  System: 
Counseling  cadets  oa  academic  performance.  Category  of  Users: 
Academic  Counselors  and  Advisors.  Specific  Use:  Used  to  assist 
the  cadet  in  planning  an  academic  program  that  wiQ  satisfy  gradua¬ 
tion  requirements. 

Policies  aad  practicea  lor  storing,  retrieving,  acceasiag,  retalaiag, 
aad  rtteparfag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrtevabiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Rctenlioa  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Dean  of  the  Faculty 

Nodficatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistaiKe  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures;  The  Air  .Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  asay  be  obtamed  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  automated  system  interfaces. 

Informatioa  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  rertaia  provteioas  of  the  act:  NONE 
F03503  DPMMP  A 

System  name:  Air  Force  Enlistment/Commisskming  Records  System 

System  locatioa:  Records  System  is  maintained  at  recruiting  of¬ 
fices  and  Armed  Forces  Examining  and  Entrance  Stations 
(AFEES),  Liaison  Noncommissioned  Officer  (NCO)  offices 
throughout  all  states. 

Categortes  of  ladlvidaais  covered  by  the  system:  Appheants  for  en¬ 
listment  or  commissioning  programs. 

Categortes  of  records  ta  the  system:  Individual't  application,  per¬ 
sonal  interview  record  (PER)  a^  supportiag  documents  containing 
name,  social  security  account  number,  finger  prints,  historical 
bock^ound,  education,  medical  history,  physical  status,  employ¬ 
ment,  religious  preferences  (optional),  marital  and  dependency 
status,  linguistic  abilities,  apti^e  aad  mental  test  results,  parental 
consent  for  minors. 

Aathority  for  matateaaace  of  the  system:  Title  44,  United  SUtes 
Code  (USC),  Public  Printing  and  Documents  -  Chapter  31  -  Records 
Marugement  by  Federal  Agencies,  Section  3101;  and  Title  10  USC 
Armed  Forces  -  Chapter  31  •  Enlistments,  Sections  504  thru  512; 
Department  of  Defense  Instructions  (DODls)  1304.21,  1145.1, 
1205.14,  1304.11;  Air  Force  R^ulation  (APR)  33-3  and  AFR  35-22. 

Routine  uses  of  records  maintained  In  the  system,  includiag  catego¬ 
ries  of  users  aad  the  porpooea  of  such  uses:  Information  is  collected 
by  recruiters  to  determine  enlistment/commissioning  eligibility,  and 
process  qualified  applicants.  Personnel  managers  use  as  hard  copy 
documentation  of  person  data  entered  in  data  systems  Advanced 
Persormel  Data  Systems  (APDS).  Personnel  managers  also  use  cer¬ 
tain  documents  to  determine  classification  and  assignment  actions 
after  enlistment  All  documents  are  source  documents  in  determin¬ 
ing  benefits/  entitlements. 

Polictes  aad  practices  lor  storing,  retrieving,  accessing,  retaining, 
aad  dteposiag  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabiiKts. 

Rstrtevahfttty:  Filed  by  Name. 

Safeguards;  Records  arc  accessed  by  custodian  of  the  record 
system. 
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PRIVACY  ACT  ISSUANCES 


Records  arc  accessed  by  persoii(s)  responsibk  for  servicing  the 
record  system  in  performance  <rf  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need>to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rrtrattsn  and  disposal:  Files  of  applicants  not  enlisted  are 
retained  in  the  local  recruiting  office  and  destroyed  after  one  year. 
Records  of  enlistees  that  are  not  forwarded  to  Master  and  Unit  Per¬ 
sonnel  Records  files  are  destroyed  after  1  year,  by  tearing  into 
pieces,  burning,  shreding,  macerating  or  pulping. 

System  maaagcifs)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Bate,  Texas 

Nodfleatfon  procedure:  Individuals  may  contact  agency  officials 
at  respective  recruiting  office  locations 

Record  access  procedures:  Same  procedure  as  notification  above. 

Coatcsliag  record  proc^ures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  provides  through  written  ap¬ 
plication  or  personal  interview. 

Systems  exempted  from  certals  provWoas  of  the  act:  NONE 
F03S03  OMUHHZA 

System  name:  Reserve  manning  Report 

System  Iscstisu;  Eastern  Air  Force  Reserve  Region  (AFRR), 
Dobbins  Air  Force  Base  GA  30060.  Detachment  4  Reserve  Recruit¬ 
ing  Group  provisional  9400  KeOy  AFB  TX  78241.  Western  AFRR, 
Hamilton  AFB,  CA  9434.  '  * 

Categarlm  of  indlvldnals  covered  by  the  system:  Maiming  spe¬ 
cialists. 

Categories  of  records  in  the  system:  Data  pertaining  to  nonprior 
and  prior  enlistments  and  accessions. 

Authority  lor  maiatenaace  of  the  system:  10  USC  8012. 

RantMe  usm  of  records  maintained  in  the  system,  including  catego- 
rlm  el  nsere  and  the  purpoees  of  such  nem:  Standardize  stastical 
data. 

Policim  and  prUcticca  lor  storing,  retrieving,  arremlng,  retaining, 
and  dispeeing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  addrem:  HQ  AFRES/RS,  Robins  AFB  GA 
31098. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  parent  Region/RS 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gsining  acccss  from  the  parent  Region/RS. 

Contesdag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Department  of  Defense  (DD)  Form  4, 
Department  of  Defense  Form  1644  Interservice  Transfer. 

Systems  exempted  from  certain  provisions  ol  the  act:  NONE 
P03504  AA  A 

System  name:  Secretary  of  the  Air  Force  Military  Personnel  Ad¬ 
ministration 

System  location:  At  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

Categories  of  indivldsab  covered  by  the  system:  Military  person¬ 
nel,  regular  and  reserve,  assigned  for  duty  with  office,  secretary  of 
the  Air  Force,  the  White  House  and  presidential  committees. 

Categories  of  records  in  the  system:  Duty  assignments;  classifica¬ 
tion;  details;  requisitions;  forecasts;  process  sheets;  manpower  sup¬ 
port  files;  iMve  authorization  log  and  card  record;  unit  detail  list¬ 
ing;  on  duty  report;  clothing  allowance  and  basic  allowance  for  sub¬ 
sistence  requests;  promotion  files;  schools  files;  reservists  active 


duty  tour  file.  Record  and  locator  cards;  request  for  selection 
folder  cards;  position  applicant  referrals. 

Antharlty  for  maintenance  af  the  system:  SUnited  States  Code  301 
’Departmental  Regulations* 

Runtinc  naes  of  records  maintaiBcd  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Respond  to  requests  or 
informatioo  on  the  over^  administration  of  military  personnel  as¬ 
signed  to  the  Secretary  of  the  Air  Force.' 

Polldm  and  practices  for  storing,  retrieving,  accemiug,  retaining, 
and  disposing  af  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  files. 

Retrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Access  controlled  by  assistant  manager  and  to  restricted 
authorized  personnel. 

Retentioa  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  addrem:  Administrative  assistant  to  the 
Secretary  of  the  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  proc^uies:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categoefes:  Air  Force  personnel  offices. 

Systems  exempted  from  eertain  provisiona  of  the  act:  NONE 
F03S04  DPMHC  A 

System  name:  Chaplain  Personnel  Action  Folder 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  IX>20330. 

Categorlm  of  indlvldnals  covered  by  the  system:  Active  Duty 
Chaplams 

Categdilm  of  records  In  the  syotem:  This  is  a  grouping  of  informa¬ 
tion  for  each  United  States  Air  Force  (USAF)  chaplain.  Items  of 
information  in  these  folders  included  the  following:  current ’official 
photograph,  current  career  brief,  summary  of  education.  Officer 
Career  Objective.  Statement,  Chaplain  Services  Personnel  Evalua¬ 
tion,  copy  of  chaplain’s  Ecclesiastical  Endorsement,  copy  of  Ap¬ 
pointment  orders,  copy  of  initial  Extended  Active  Duty  Orders, 
Application  for  Extended  Active  Duty  with  the  United  States  Air 
Force  USAF,  Application  for  Appointment  as  Reserve  of  the  Air 
Force,  student  i^ormation  sheets  prepared  while  attending  USAF 
Chaplain  School  Courses,  copies  of  assignment  action  documents, 
correspondence  between  the  chaphins  and  Headquarters 
USAF/Chief  of  Chaplains  and  requests  for  special  personnel  ac¬ 
tions  and  dispositions  curtailments,  etc. 

Authority  far  mahstcaance  of  the  system:  Title  10.  United  States 
Code,  Armed  Forces  •  Chapter  803,  Department  of  the  Air  Force, 
Section  8012  and  Chapter  803.  The  Air  Staff,  Section  8032. 

Routiac  ascs  of  records  maiatalacd  la  the  system,  iacludlag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  The  documents  main¬ 
tained  in  these  folders  are  utilized  by  the  Resource  Manager  in 
Headquarters  United  States  Air  Force/Chief  of  Chaplains,  Person¬ 
nel  Division  for  assignment  selection  of  chaplains.  Because  of  the 
necessity  to  insure  an  equitable  denominational  spread  of  chaplains 
on  an  installation  and  to  insure  the  proper  placement  of  speciaDy 
qualified  chaplains,  it  is  necessary  to  maintain  current  information 
on  each  chaplain. 

Policies  aad  practices  for  storlag,  retrleviag,  accessiag,  retaialag, 
aad  dispodag  of  records  ia  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrlevabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  respons3>le  for  servicing  the 
record  system  in  performance  of  their  official  duties. 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


DEPARTMENT  OF  DEFENSE 


30879 


Records  are  accessed  by  authorized  pcrsoonel  who  arc  property 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctaattea  and  dtapesal:  Retained  for  two  years  after  separatioa 
then  destroyed  by  macerating  or  buraiag. 

System  maaagerfs)  aad  addiem:^ Chief  of  Chaplains,  Headquarters 
United  States  Air  Force. 

Nettfkatiea  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rscerd  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Csatesttaig  record  precedurcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rscutd  source  cate|orlcK  Member’s  personnel  action 
requests/preferenccs  and  mforraation  retrieved  from  the  Advanced 
Personnel  Data  System  (ADPS). 

Systems  ecemptod  from  certain  provisions  of  the  act:  NONE 
P0354M  DPMHC  B 

Systoso  name:  Assignment  Action  File 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  ksdlvldnab  covered  by  the  system:  Active  Duty 
Chaplains 

Categories  of  records  In  the  system:  A  grouping  of  pertinent  forms 
need  by  the  Air  Force  Milit^  Personnel  Center  (AFMPC) 
Chaplain’s  Office  for  implementing  accession  aad  assignments  of 
chaplains  to  active  duty  aad  other  personnel  actions  on  chaplains 
who  are  already  on  active  duty.  They  also  contain  information  and 
actiooa  pertaining  to  individuals  in  the  areas  of  duty  Air  Force  Spe¬ 
cialty  Code  (AFSC)  change  requests,  tour  length  change  requests, 
humanitarian  reassigamenta  aad  copies  of  messages  directing  such 
actioos. 

Authority  for  moMSenonce  ol  the  systsas:  Title  N),  United  States 
Code,  Armed  Forces  •  Chapter  803,  Department  of  the  Air  Force, 
Section  8012  and  Chapter  803,  The  Air  Staff,  Section  8032. 

Rontlac  uses  el  recerda  mafastahsed  in  the  system,  Indndlag  catego¬ 
ries  of  nacre  and  the  pnrposss  of  anch  nacs:  Records  are  used  to 
answer  requests  for  assignment  changes,  tour  length  changes,  duty 
AFSC  requests,  special  assignment  consideration. 

Polkloa  and  practicoa  for  atorhig,  rctHevhig,  acccaaiag,  rctainlag, 
aad  dlepoalng  ol  roesrda  In  the  ayatom: 

Storage:  Maintained  in  visible  file  binders/cabineta. 

Bctricvabllity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoo(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  arc  properly 
screened  and  cleared  for  need-to-know. 

Records  arc  stored  in  locked  cabineta  or  rooms. 

Ritsntlan  aad  dlspooal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  puling,  macerating,  or 
burning. 

System  managetfs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  MRiti^  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  prnccdnrt:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  occeaa  procedn  res:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obteined  from  the  Systems 
Manager. 

Raeord  source  categories:  Member’s  application  and  information 
retrieved  from  the  Advanced  Personnel  Data  System  (APDS) 

Systenm  exempted  feram  certots  provlalons  of  the  act:  NONE 
r03504  DPMRA  C 

System  name:  Avmen  Utilization  Records  System 


System  location:  At  Headquarters  United  , States  Air  Force, 
Washington  DC  20330. 

At  Air  Force  Military  Personnel  Center,  Randolph  Air  Force 
Base.  TX  78148. 

Categories  of  indhriduala  covered  by  the  system:  Enlisted  person¬ 
nel  on  active  duty  who:  write  or  visit  the  Air  Force  Military  Per¬ 
sonnel  Center,  Airmen  Management  Division  (AFMPC/DPMRA) 
regarding  assignment  informatioa;  or  request  reassignment  or  defer¬ 
ment  from  assignment  under  the  Children  Have  A  Potential 
(CHAP)  humanitarian  programs;  or  are  released  from  a  hospital  and 
made  available  for  reassignment;  or  are  nominated  or  volunteer  for 
special  assignment;  or  request  information  or  action  through  high 
level  channels;  or  volunteer  for  PALACE  GUN  or  PALACE 
DRAGON;  or  are  restricted,  along  with  their  dependents,  from  as¬ 
signment  to  certain  oversea  areas;  or  are  subject  to  special  assign¬ 
ment  procedures,  such  as:  reassignment  of  airmen  with  known  defi¬ 
ciencies;  reassignment  of  threatened  airmen;  disposition  of  airmen 
involved  in  disciplinary/legal  problems  enroute  to  permanent 
change  of  station  (PCS)  assignment;  or  reassignment  for  trial;  Cur¬ 
tailment  of  Oversea  Tour  for  Cause  or  are  permanently  disqualified 
from  the  Human  or  Personnel  Reliability  Programs  and  Master, 
Senior  Master  and  Chief  Master  Sergeants  on  active  duty  in  the  Air 
Force  who  are  considered/selected  for  an  assignment.  Enlisted  chib 
stewards  on  active  duty  in  the  Air  Force. 

Categnrica  nf  records  in  the  system:  Documentation  of  oral  and 
written  dialogue  with  airmen  regarding  assignment  actions;  notifica¬ 
tion  to  airman  of  assignment;  oral  and  written  dialogue  with  com¬ 
manders  regarding  assignment  actions;  projected  assignment  ac¬ 
tions;  oral  and  written  dialogue  with  Air  Force  muiti-level  func¬ 
tional  managers  regarding  assignment  actions;  medical,  legal  and 
financial  factors  related  to  humanitarian  assignment  actions;  per¬ 
sonal  assignment  preferences,  assignment  limitations;  final  and  ex¬ 
ecuted  assignment  actions;  high  level  interest  and  official  Air  Force 
responses;  legal  and  investigative  information  regarding  assignment 
restrictions;  reassignment  of  airmen  with  known  deficiencies,  or  in¬ 
volved  in  disiptinary  or  legal  problems,  or  for  cause,  or  for  per¬ 
sonal  safety,  or  for  convenience  of  litigation  actions;  permanent 
disqualification  from  human  or  personnel  reliability  programs  and 
extracts  from  the  Advanced  Personnel  Data  System  (APDS);  Air¬ 
man  Career  Briefs;  Airman  Performance  Reports  and  Education 
Data. 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code  (USC)  Armed  Forces,  Chapter  803,  Department  of  the  Air 
Force,  Section  8012;  Chapter  803,  The  Air  Staff,  Section  8032; 
Title  44  USC  Public  Printing  and  Eiocuments,  Chapter  31,  Records 
Management  by  Federal  Agencies.  Section  3101;  Atomic  Energy 
Act  of  1946  and  International  Seemity  Act  of  1930. 

Routine  uses  of  reenrds  mnintalnad  In  the  system,  hscludlng  catego- 
rlM  of  users  aad  the  purpaacs  of  anch  nacs:  Routine  Uses.  Informa¬ 
tion  is  used  in  counselUng  airmen  concerning  their  assignment 
status  and  also  for  background  information  concerning  assignment 
ii^uiries  and  documentation  of  action  taken.  Data  is  used  to  pro¬ 
vide  senior  noncommisaMNied  officers  (NCOs)  with  personalized  as¬ 
signment  service.  It  is  also  used  to  provide  tracking  and 
background  data  with  which  to  reply  to  queries  from  the  NCOs.  In¬ 
formation  is  used  by  the  PALACE  Nonappropriated  Fund  resource 
manager  to  develop  the  career  and  broaden  the  experience  of  chib 
stewanis.  It  is  also  used  to  staff  chib  steward  assignment  actions. 
Also  used  to  staff  assignments  on  those  airmen  who  have  applied 
for  humanitarian  •  Children  Have  A  Potential  (CHAP)  assignments; 
and  for  effecting  assignments  on  airmen  released  from  ttte  hospital. 
Used  to  track-select  airmen  for  special  ass^nments.  To  document 
responses  to  high-level  inquiries  a^  to  provide  the  rationale  for  ap¬ 
proving  or  disapproving  a  request  for  assignment  Used  to  monitor 
airmen  who  submit  verfunteer  statements  under  PALACE  GUN, 
PALACE  DRAGON.  Used  to  document  special  ass^nment  actions 
to  certain  oversea  areas  and  in  those  actions  involv^  disciplinary 
or  legal  problems,  threatened  airmen,  airmen  with  known  deficien¬ 
cies,  curtailment  for  cause  and  when  reassignment  is  required  for 
trial  purposes.  To  monitor  assignment  restrictions  on  airmen 
disqualified  from  Human-Personnel  Reliability  Program  duties. 

Palldcs  aad  practicaa  far  sIsrMg,  rctirleviag,  aecaaslBig,  ictalaiBg, 
aad  dlspasiag  af  recards  la  the  system: 

Sterage:  Maintained  in  visible  file  binders/cabinets. 

Rctricvablllty:  Pfled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 
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Records  are  accessed  by  persoa(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 

Retcnthm  and  dkposal:  Destroyed  at  the  end  of  the  calendar  year 
or  destroyed  when  airman  withdraws  his  PALACE  GUN-PALACE 
DRAGON  volunteer  statement;  Destroyed  18  months  after  final  ac¬ 
tion  on  requests  for  humanitarian  assignment,  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managcfts)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148 

Nattficatlaa  pmccdnrc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rccnrd  aeccm  pracednres:  Access 

Individual  can  obtain  assistance  in  gaining  access  from  the 
Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

C— testing  record  pracedarea:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rscnrd  sonrcc  catcgnrica:  Information  generated  by  the  Air  Force 
office  of  primary  responsibility;  from  APDS  by  inquiry  or  action 
notice;  law  enforcement  agencies;  investigative  agencies;  or  Air 
Staff  inputs. 

Systems  exempted  tram  certaM  pravlsloas  sf  the  act:  NONE 
F03S04  DPMRO  D 

System  name:  Officer  Utilization  Records  System 

System  tecatfan:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

At  Air  Force  Military  Personnel  Center,  Randolph  Air  Force 
Base.  TX  78148. 

At  National  Personnel  Records  Center,  Military  Personnel 
Records.  9700  Page  Boulevard,  SL  Louis,  MO  63132. 

Catsgarlts  el  Mlvlduals  cevered  by  thy  system:  Officer  personnel 
on  active  duty  who:  are  eliminated  from  flying  or  technical  training; 
or  apply  for  separation  or  retirement  prior  to  completion  of  their 
active  duty  service  commitment  (ADSC);  or  apply  for  accelerated 
entry  on  extended  active  duty  (EAD);  or  are  available  for  active 
duty;  or  are  identified  for  special  career  monitoring;  or  are  selected 
or  volunteer  for  Air  Staff  training  (ASTRA);  or  are  selected  for 
below  the  zone  promotion  to  major  and  lieutenant  colonel;  or  are 
former  ASTRA  officers  below  the  grade  of  major  and  selectees, 
designees  and  attendees  of  Intermediate  Service  Schools  (ISS)  and 
Senior  Service  Schools  (SSS);  or  are  volunteers  or  are  selected  for 
the  Air  Force  Institute  of  Technology  (AFIT);  or  are  nominees, 
designees,  attendees  and  graduates  of  Squadron  Officers  School 
(SOS),  Academic  Instructor  Courses  (AIC).  ISS  and  SSS;  or 
request  reassignment  or  deferment  from  assignment  under  the  Chfl- 
dren  Have  A  Potential  (CHAP)  Humanitarian  Programs;  or  request 
information  or  action  tluough  Congressional  sources;  or  apply  or 
are  being  considered  for  Air  Staff  extensions;  or  possess  or  are 
candidates  for  PHD  degrees;  or  are  the  subject  of  a  request  to 
change  their  Duty  Air  Force  Specialty  Code  (DAFSC);  or  apply  for 
early  release;  or  have  attended  AF^  education  programs;  or  are 
AFTT  graduates  and  request  or  are  identified  for  a  directed  duty  as¬ 
signment;  or  are  attending  or  are  recent  graduates  of  Professional 
Military  Education  (PME)  institutions;  or  apply  for  special  duty  per 
Chapter  8,  Air  Force  Regulation  36-20;  or  apply  for  undergraduate 
pilot  (UPT)  or  navigator  training  (UNT);  or  apply  for  or  are  attend¬ 
ing  test  pilot  school;  or  apply  for  Officer  School  Training;  or  are 
former  prisoners  of  war  (POW)  as  a  resuh  of  the  Southeast  Asia 
(SEA)  conflict;  or  file  reclamas  regarding  flying  time  computations 
in  support  of  the  aviation  Career  Incentive  Act;  or  visit  or  write  the 
Air  Force  Military  Personnel  Center  (AFMPC)/Directorate  of  Per¬ 
sonnel  Resources  and  Distribution,  Officer  Career  Management 
Division  for  career  counselling;  or  are  selected  for  assignment  or 
reassignment;  or  are  nominated  for  assignment  or  are  currently  as¬ 
signed  to  agencies  outside  the  Air  Force;  or  are  permanently 
disqualified  from  the  Human/  Personnel  Reliability  Programs 


(HRP/PRP);  or  are  identified  for  special  monitoring  due  to  unique 
or  special  qualifications;  or  apply  or  are  identified  for  levy  exempt 
status;  or  Reserve  officer  personnel  not  on  EAD  who:  apply  for  ac¬ 
celerated  en^  on  active  duty;  or  Reserve  officers  and  Air  Force 
Reserve  Officers  Training  Corps  who  apply  for  reserve  duty  in  lieu 
of  extended  active  duty  (EAD); 

Categariaa  af  racatds  la  the  system:  Documentation  of:  Actions 
related  to  entry,  including  accelerated;  on  active  duty,  special 
career  monitoring;  actions  related  Air  Staff  Training  (ASTRA) 
selectees  or  volunteers;  Special  assignments  for  individuals  who 
demonstrate  weU  above  average  performances;  actions  of  the  AFFl' 
Selection  Board  and  disposition  of  AFIT  applications:  Elimination 
actions  accomphshed  by  training  activities;  Reclassification  actions 
following  elimination  from  training;  disposition  of  applications  with 
justification  for  levy  exempt  status;  Command  comments  regarding 
specific  assignment  actions;  Recommendations  regarding  retirement 
or  separation  prior  to  ADSC;  Disposition  of  applications  for 
reserve  duty  in  lieu  of  EAD;  Individual  career  objectives,  assign¬ 
ment  preferences,  limitations;  Promotion  board  reports  for  major, 
lieutenant  colonels  and  colonels;  Medical,  legal  and  financial  fac¬ 
tors  related  to  humanitarian  assignment  actions;  Oral  and  written 
dialogue  with  officers  regarding  assignment  actions;  High  level  in¬ 
terest  and  official  Air  Force  responses;  Disposition  of  applications 
for  Air  Staff  tour  extensions  with  summary  of  findings;  Award  of 
PHD  or  pursuit  of  PHD  degree;  Request  for.  staffing  of.  and 
disposition  of  DAFSC  changes;  Staffing,  Early  Release  Board  ac¬ 
tion  summaries  and  disposition  of  early  release  requests;  Assign¬ 
ments  of  personnel  who  have  attained  advanced  AFIT  degrees; 
Directed  duty  assignments  (DDA)  considered  because  of  AFIT  edu¬ 
cation;  Assignment  considerations  of  PME  students  and  graduates; 
Staffing  and  other  actions  related  to  consideration  of  requests  for 
special  duty  or  UPT  or  UNT  or  Test  Pilot  School  or  Officer  School 
Training;  Assignment  actions  pertinent  for  former  POW  of  the  SEA 
conflict;  Response  to  reclamas  regarding  flying  time  computations; 
Assignment  and  career  development  counselling  actions;  Assign¬ 
ment  to  Department  of  Defense  and  Joint  Chiefs  of  Staff  activities; 
Disqualification  from  HRP  or  PRP;  Special  monitoring  actions  of 
individuals  with  unique  or  special  qualifications;  and  the  following 
forms  and  documents:  Air  Force  (AF)  Form  112,  Officer  Coun¬ 
selling  Data  Card;  AF  Form  11,  Officers  Military  Record;  AF  Form 
21 S,  Application  for  Officer  Training;  AF  Form  2093,  Assignment  • 
Personnel  Action;  AFMPC  Form  93,  Assignment  for  AFIT  Gradu¬ 
ate;  APDS  extract  related  to  flying  or  teclmical  training,  education, 
experience  and  other  assignment  factors;  Assignment  action  cards; 
Assignment  work  sheets;  Career  Briefs;  Officer  Career  Objective 
Statements;  Tracking  Log;  Record  of  Assignment  Action  Number 
(AAN);  Assignment  Orders;  Precision  Measurement  Equipment 
(PME)  and  special  category  summary  forms;  Background  checks; 
Officer  Palace  Manning  Report;  Short  Tour  Return  Date  Roster; 
Eligible  for  Overseas  Roster;  Officer  Effectiveness  Report;  APDS 
Action  Notices  Regarding  Assignment  Factors/Considerations. 

Authority  tor  malatcaancc  of  the  system:  Title  10,  United  States 
Code,  Armed  Forces,  Chapter  803,  Department  of  the  Air  Force, 
Section  8012;  Chapter  803,  The  Air  St^f,  Section  8032;  and  Title 
44,  use.  Public  Printing  and  Documents,  Chapter  31,  Records 
Management  by  Federal  Agencies,  Section  3101;  Title  37,  USC, 
Pay  and  Allowances  of  the  Uniformed  Services.  Chapter  3,  Special 
and  Incentive  Pay.  Section  301;  Atomic  Energy  Act  of  1946;  and  In¬ 
ternational  Security  Act  of  1930. 

Roadac  uses  of  records  mahstafaMd  hi  the  system,  tacladlag  catego¬ 
ries  of  asers  aad  the  purposes  of  such  uses:  To  make  a  determination 
regarding  the  retention  and/or  reclassification  of  those  officers 
el^inated  from  flying  or  technical  training.  To  make  a  determina¬ 
tion  on  requests  for  levy  exempt  status  for  officers  who  have  been 
selected  to  perform  duty  on  special  projects  and  the  individual  or 
major  command  (MAJCOM)  request  that  the  individual  be  deferred 
from  assignment  selection.  To  make  a  determination  regarding  ap¬ 
plications  for  accelerated  active  duty  and  on  applications  for  duty 
with  the  Air  Force  Reserves  in  lieu  of  extended  active  duty  (EAD). 
The  basis  on  which  to  make  a  recommendation  to  the  Air  Force 
Military  Personnel  Center  (AFMPC),  Directorate  of  Personnel  Pro¬ 
gram  Actions  (DPMA)  regarding  waiver  of  Active  Duty  Service 
Commitment  (ADSC)  for  those  officers  who  have  applied  for 
separation  or  retirement.  To  monitor  and  staff  the  initial  assignment 
for  officer  accessions.  To  track  those  officers  identified  for  special 
career  monitoring.  To  confirm  that  Air  Staff  Training  (ASTRA) 
volunteer  status  has  been  updated  in  the  Advanced  Personnel  Data 
System  (APDS),  also  used  by  Resource  Managers  to  staff  exten¬ 
sions  of  tour,  curtailment  of  tour.  Duty  Air  Force  Specialty  Code 
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(DAPSC)  chaatet  and  follow-on  aaiigamenU.  Used  by  career  and 
Retonrcc  Manacen  to  insure  that  officers  who  have  demonstrated 
above  average  performance  are  considered  for  chaUengiDg  and 
respMsible  positions.  Used  by  AFTT  Selection  Board  to  answer 
inquiries  concerning  the  status  of  an  application;  to  monitor  of* 
ficcra  currently  in  AFIT;  and  to  work  extensions  or  program 
changes.  Used  to  nominate  and  monitor  officers  for  attendance  at 
Intermediate  and  or  Senior  Service  Schools.  Data  n  also  used  to 
track  g^uates  of  the  Squadron  Officer  School  (SOS)  and 
Academic  Instructor  Courses  (AlC).  To  staff  assignments  on  those 
individuals  who  have  applied  for  humanitarian  -  CHAP  assi^- 
ments.  To  fuOy  document  the  response  to  an  inquiry  and  toprovide 
the  rationale  for  approval  or  disapproval  of  a  requested  assignment. 
To  staff  and  make  a  determination  regarding  tour  extensions.  To 
monitor  holders  of  doctorate  degrees  and  candidates  thereof  to  in¬ 
sure  proper  utfluation  of  those  officers  holding  doctorate  degrees. 
To  sUdf  DAFSC  change  quests  and  to  make  a  determination  re¬ 
garding  retraining.  To  make  a  determination  by  the  Early  Release 
Board  regarding  an  officer’s  request  for  eariy  release.  To  monitor 
and  or  assign  those  officers  possessing  advanced  AFIT  degrees;  ac¬ 
tion  is  essential  for  proper  utibzatioa  of  advanced  degree  holders. 
To  make  a  determination  regarding  a  Directed  Duty  Assignment 
(PDA)  change  on  those  officers  wIm  incurred  the  DDA  as  a  result 
of  AFIT  education.  To  monitor  and  staff  assignments  for  Profes¬ 
sional  Military  Education  (PME)  attendees  and  or  graduates.  To 
monitor  and  select  officers  for  special  duties.  To  monitor  officers 
who  have  applied  for  undergraduate  pQot  and-or  navigator  training; 
used  along  with  the  master  military  personnel  record  in  the  selec¬ 
tion  process.  To  monitor  officers  who  have  applied  for  and-or  are 
currently  attending  Test  Pilot  School  To  monitor  officers  who  have 
applied  for  Officer  School  Training.  To  monitor  the  utilization  of 
former  prisoners  of  war  of  the  S^theast  Asia  conflict.  Used  as 
backup  reference  for  Aviation  Career  Incentive  Act  mclamas.  To 
staff  assignments  and  related  actions.  Used  in  the  counselling  of  of¬ 
ficers  and  as  background  reference  documentation  for  visits  of  of¬ 
ficers  to  the  Ak  Force  MBitary  Personnel  Center  (AFMPC)  and  for 
the  response  to  correspondence  between  the  officer  and  the 
AFMPC  Resource  Manager.  Data  are  used  in  the  assignment  selec¬ 
tion  process  to  insure  fair  and  equitable  assignment  sckection.  Addi- 
tioniJIy.  the  information  and-or  computer  products  are  used  to 
determine  unique  or  specific  qualifications  for  particular  assign¬ 
ment  Used  by  resource  teams  to  nominate  officers  for  assignment 
to  Department  of  Defense  and  Joint  Chiefs  of  Staff  activities  out¬ 
side  the  Air  Force  including  release  of  mflitary  personnel  records 
and  data  to  those  agencies.  To  monitor  those  officers  disqualified 
from  Human  and-or  Personnel  Rehabflity  Programs  (HRP-reP)  du¬ 
ties.  It  is  also  used  to  insure  these  individuals  are  not  plac^  in 
HRP-PRP  positions.  Officer  assignment  block  records  are  used  by 
the  interested  office  to  tract  individual  assignment  actions.  The 
blocks  are  also  used  in  identifying  individuals  with  unique  or  spe¬ 
cial  qualifications. 

Pettdes  and  praetkes  far  staring,  retrieving,  accessing,  rctalnlig, 
and  dispeahig  el  rececds  M  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rstrlevabllity:  Filed  by  Name. 

Safsgaarda:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  necd-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rstsntloa  and  dlspesal:  Documentation  records  are  destroyed 
after  12  months;  or  retained  untfl  officer  leaves  ASTRA  program; 
or  destroyed  when  superseded;  or  destroyed  upon  individual’s 
completion  of  AFTT  program  or  upon  nonselMtion  to  AFIT 
whichever  occurs  first;  or  destroyed  when  officer  is  separated  or 
retires;  or  destroyed  18  months  after  approval  of  CHAP  request  or 
12  months  after  disapproval;  or  destroyed  when  officer  completes 
Ak  Staff  tour  extension  or  liter  12  months  whichever  is  longer;  or 
destroyed  after  completion  of  DDA;  or  destroyed  12  months  after 
graduation  from  PME  or  Officer  School  Training;  or  destroyed 
when  application  for  special  duty  is  withdrawn;  or  destroyed  after 
completion  of  UPTAJNT  or  when  eligibility  for  training  expires;  or 
destroyed  3  months  after  graduation  from  Test  Pilot  School;  or 
POW  records  wQI  be  retired  to  a  permanent  storage  facility  on  1 
January  1977;  or  destroyed,  when  Departmental  or  Joint  activity 
tour  is  completed;  or  retained  permanently  if  related  to  HRP/PRP 


disqualification  but  not  after  separation.  Methods  of  destruction  are 
burning, pulping, shredding,  macerating,  or  tearing  into  smaO  bits. 

System  managerfs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  MihUry  Personnel,  Randolph  Air  Force  Base,  Texas 
78148 

NetiHfatien  preccdarc:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rccerd  aceem  precednrSB:  Individual  can  obtain  assistaocc  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  tte  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  APDS  inquiries  or  action  notices;  Infor¬ 
mation  generated  by  the  Air  Force  muhi-level  offices  of  primary 
responsibility;  Extracts  or  copies  of  military  personnel  records;  Air 
Staff  inputs. 

Systems  exempted  from  certahs  provWoas  of  the  act:  NONE 
F03S04  DPMYCOE 

System  name:  Outgoing  Clearance  Record 

System  location:  At  consolidated  base  personnel  offices  Air  Force 
wide. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  ladivUnals  covered  by  the  system:  Prepared  on  each 
Ak  Force  active  duty  member  selected  for  Permanent  Change  of 
Station  or  Temporary  Duty. 

Categoriss  of  records  in  the  system:  Records  are  estabUshed  for 
purpose  of  consolidating  the  Unit  Personnel  Records,  Medical 
records.  Dental  records.  General  Military  Training  records,  SmaU 
Arms  Marksmanship  record.  Noncommissioned  Officer  Selection 
record.  Government  Vehicle  Operator  Qualification  record.  Traffic 
Education  record.  Education  record  and  Career  Counseling  record 
for  forwarding  to  new  duty  station. 

Authority  lor  malutsuauco  of  the  system:  Title  10  United  States 
Code  Armed  Forces  -  Chapter  803,  Department  of  the  Air  Force, 
Section  8012,  and  Chapter  805,  The  Air  Staff,  Section  8032 

Rootino  uoso  of  records  uudutaiuod  hi  the  system,  incladlng  calego- 
rleo  of  users  and  the  purposes  of  such  aocs:  To  provide  inventory  of 
tho  Field  Record  Group  and  to  insure  that  all  relocatable  records 
and  components  pertain^  to  the  member  are  available  for  transfer 
to  the  gaining  duty  location 

Pottdes  aud  practices  lor  storbsg,  retrieving,  accessing,  retaining, 
and  disposing  of  rocords  In  the  system: 

Storage:  Maintained  in  visfl>le  file  binders/cabinets. 

Retrlevability:  Filed  by  Name. 

Within  departure  month 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcutloa  and  disposal:  Records  of  transfer  of  subject  data  are 
maintained  for  six  months  after  departure  of  the  member  then 
removed  from  the  files  and  destroyed  by  macerating,buming, 
shredding,pulping  or  by  tearing  into  small  bits. 

System  managerfs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  MBitary  Personnel  Randolph  AFB,  Texas  78148 

NotHIcatlsu  pcucedurs:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

And  individuab  may  deal  directly  with  agency  officiab  at  each 
respective  location 

Record  aceem  proccdurm:  Individual  can  obtain  assbtance  in 
gaining  access  fiom  the  Systems  Manager. 

same  procedures  included  above  for  notification 

Coutcsthig  record  proccdurm:  The  Air  Force’s  rubs  for  aceem  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  obtained  from  the  Systems 
Manager. 
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PRIVACY  ACT  ISSUANCES 


Itccsrd  Marc*  catcfarin:  SpeckI  order*  and  informatioa  ex¬ 
tracted  from  Advanced  Personnel  Data  System  Automated  Record 
System. 

Systems  exempted  from  certain  previsians  of  tkc  act:  NONE 
F03504  DPMYCOF 

System  name:  Incoming  Clearance  Record 

System  locatioa:  At  consolidated  base  personnel  offices  only.  Of¬ 
ficial  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  Air  Force's  systems  notice. 

eateries  of  IndWidnals  envered  by  the  ayatem:  Record  is 
established  for  each  active  duty  Air  Force  member  projected  for 
arrival  at  a  new  duty  loc 

Categories  si  racorda  te  the  syatem:  Record  contains  computer 
print-out,  orders,  documents  received  by  the  processing  unit  prior 
to  members  anivaL 

Authority  for  malnteaancc  of  the  system:  Title  10,  United  States 
Code.  Armed  Forces  -  Chapter  803,  Department  of  the  Air  Force, 
Section  8012,  and  Chapter  805,  The  Air  Staff,  Section  8032. 

Rontfesa  uses  af  racorda  maintahsad  k  the  system,  ioclnding  catego¬ 
ries  of  nscra  atid  the  purposes  of  auch  nses:  To  provide  a  central  lo¬ 
cation  for  retaining  documents  received  prior  to  a  members  physi¬ 
cal  arrival  at  joining  installation  of  assigiuncnt. 

Polkics  and  proetteoa  for  storkg,  retrieving,  acceasing,  retaining, 
and  dispoaing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RctricvabUlty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoiKs)  responsible  for  servicing  the. 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentloa  and  dfapaaal:  Record  system  is  retained  until  arrival  of 
the  member,  m-processing  has  been  completed,  all  docu¬ 
ments/components  are  accounted  for.  The  record  is  then  destroyed 
by  tearing  mto  small  bits.pulping.shredding, burning,  or  macerathig. 

System  managerfs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Milhary  Personnel  Randolph  Air  Force  Base,  Texas 
78148. 

NotMcatloa  proccdors:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

And  individuals  may  deal  directly  with  agency  official  at  each 
respective  location  to 

Record  aceem  proccdarcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  individuals  may  deal  directly  with  agency  official  at  each 
respective  location  to 

Coatesting  record  proccdarce:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Special  Orders  and  information  ex¬ 
tracted  from  Advanced  Personnel  Data  System  (Automated  Record 
System). 

SysteoM  exempted  from  certain  provWoos  of  the  act:  NONE 
F03504  DPMYCOG 

Syatem  name:  Relocation  Preparation  Project  Folders 

System  lecatleo:  At  consolidated  base  personnel  offices  only.  Of¬ 
ficial  mailing  addresses  are  in  the  Department  of  Defense  dirMtory 
in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  ef  kdlvidnala  covered  by  the  system:  Maintained  on  all 
active  duty  Air  Force  personnel  selected  for  relocation  on  Per¬ 
manent  Change  of  Station  (PCS)  or  Temporary  Duty  (TDY). 

Categories  of  records  Is  the  system:  PCS  and  TDY  relocation 
records  may  consist  of  the  Levy  Notification  ktter/brief.  Assign¬ 
ment  Instruction  Worksheet.  Basic  Assignment  Eligibility 
Checklist,  Preparation  Checklist,  Require  orders  and/or  amend¬ 
ments,  Relocation  Processing  letter,  Assignment  Preference  State¬ 
ment,  Passport  and/or  Visa  Requirements  letter.  Immunization 
Requirements  letter,  medical/dental  Clearance  for  Short-Tour  letter. 
Flying  Requirements  letter.  Rescission  of  Nonrated  Officer  and  En- 
Bated  Flying  Status  Orders  letter.  Rescission  of  Enlisted  Crew 


Member  Flying  Status  Orders  letter.  Driver  Qualification  Require¬ 
ments  letter.  Medical  and  Educational  Clearance  for  Dependent 
Oversea  Travel  form.  Oversea  Tour  Election  Statement  and  Can¬ 
cellation/Diversion  of  Assignment  or  Change  of  Reporting  Month 
letter. 


Rctentioo  and  disposal:  Records  are  maintained  for  a  period  of 
six  months  after  departure  of  the  member,  then  removed  destroyed 
by  tearing  into  smaO  bits,  macerating,  buniing,  shredding  or  pulp¬ 
ing. 

System  manages)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel  Randolph  AFB,  Texas  78148. 

Nodficatloa  proccdore:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

And  individuals  may  deal  directly  with  agency  officials  at  each 
respective  location. 

Record  aceem  procednrm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  individuals  may  deal  directly  with  agency  officials  at  each 
respective  location. 

Cooteatlog  rceord  prooednrm:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  b«  obtained  from  the  Systems 
Manager. 

Record  mures  categorfaa:  Computer  print-outs,  information  ob¬ 
tained  from  unit  personnel  records,  from  the  unit  commander,  the 
supervisor  and  from  the  member. 

Systems  exempted  frem  certain  provWons  of  the  act:  NONE 
F03504  DPMYCOH 

System  name:  Separation  Relocation  Project  Folders 

System  location:  At  consolidated  base  personnel  offices  Air  Force 
wide.  Official  mailing  addresses  are  in  die  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categorlm  of  individuals  covered  by  the  system:  Maintained  on  all 
Air  Force  personnel  selected  for  separation 

Categorlm  af  records  k  dm  system:  Separation  relocation  records 
consist  of  the  preparation  chMklist,  required  orders  and  amend¬ 
ments,  relocation  processing  letter,  immunization  requirements 
letter,  worksheet  for  preparation  of  report  of  separation  from  ac¬ 
tive  duty,  record  of  emergency  data.  Records  Transmittal/Request 
and  serviceman's  staUnent  concerning  application  for  compensation 
from  tte  Veterans  Administration. 

Authority  lor  maintenanc*  of  the  syatem:  Title  10,  United  States 
Code,  Armed  Forces  •  Chapter  803,  Department  of  the  Air  Force, 
Section  8012  and  Chapter  805,  The  Air  Staff,  Section  8032. 

Rontke  asm  of  records  maktaked  k  the  system,  including  catego- 
rim  of  users  and  the  pnrposm  of  such  asm:  Each  separation  from  the 
Air  Force  requires  that  certain  specific  actions  be  accomplished. 
This  record  b  a  consolidation  of  all  required  actions  completed  on 
member. 

PoUdm  and  practlcm  for  storing,  retrieving,  accessing,  retaiukg, 
and  dispoaing  of  records  k  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrievabiUty:  Filed  by  Name. 

Within  departure  month 


Authority  for  maktenance  of  the  system:  I'itle  10,  United  States 
Code,  Armed  Forces  -  Chapter  803,  Department  of  the  Air  Force, 
Section  8012  and  Chapter  805,  The  Ab  Staff.  Section  8032 

Rontiae  nam  of  records  maktaked  k  the  system,  including  catego- 
rfm  of  users  and  the  pnrposm  of  such  usm:  Each  type  of  relocation 
of  Air  Force  personnel  requires  that  specific  actions  are  accom- 
pUshed.  These  actions  arc  described  either  on  a  checkUst  or  by 
sending  a  form  letter  to  the  applicable  base  activity  having  a 
responsibility  for  insuring  accomplishment  of  the  action. 

Pollcim  and  practlcm  for  storing,  retrlevkg,  acceaskg,  retainkg, 
and  dbposing  of  records  k  the  system: 

Storage:  Maintained  in  visible  file  bind^/cabinets. 

Retrlevabillty:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodun  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 
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Sakgurdt:  Records  arc  accessed  by  custodiaa  of  the  record 
system. 

Records  are  accessed  by  person(s)  tesponsibk  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcntlaa  and  dlspsssl;  Maintained  for  a  period  of  six  months 
after  departure  of  the  member,  then  remov^  from  the  files  and 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating  or 
burning. 

System  maaagerfs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personae,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

And  individiduals  may  deal  directly  with  agency  officials  at  each 
respective  location  to  exercise  their  rights  under  the  Act. 

Record  acccos  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  individuals  may  deal  directly  with  agency  officials  at  each 
respective  location  to  exercise  their  rights  under  the  Act. 

Contestlag  record  proc^aree:  The  Air  Force’s  rules  for  access  to 
r^ords  and  for  contesting  and  appealing  initial  determinations  by 
the  iitdividual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soarce  categories:  Computer  notification  and  information 
obtained  from  unit  personnel  records. 

Syoteau  exempted  from  certain  provWons  of  the  act:  NONE 
F83504  OYVEBLA 
System  name:  Training  status  Code. 

System  locatloa:  At  Headquarters  of  Air  Force  Communications 
Service  (DCS/personnel)  Richards  Gebaur  AFB  MO  64030. 

Categories  of  IndiTidaals  covered  by  the  system:  Air  Force  active 
duty  enlisted  personnel 

Categories  of  rocordo  la  the  system:  Contains  career  training  data, 
name  and  social  security  account  number  (SSAN)  of  individuals 
selected  for  reassignment  to  Air  Force  Communications  Service 
(AFCS)  units  overseas. 

Aathorlty  for  ■aioteaaace  of  the  system:  44  USC  3101. 

Roatlac  uses  of  records  maintalacd  la  the  system,  iaciadlag  catego- 
rtes  of  nasrs  and  the  purposes  of  such  aacs:  Used  to  monitor  the 
trainhig  qualifications  of  individuals  who  are  selected  for  reassign¬ 
ment  overseas  to  determine  if  specialized  training  is  required  en- 
toute  or  if  individual  is  presently  qualified  for  the  assignment.  Also 
used  to  indicate  if  a  training  quota  has  been  receivetTwhen  special¬ 
ized  training  is  reauired. 

Policies  and  practicoo  for  storlag,  retricvlag,  aerrsslag,  rctaialBg, 
and  dlspoaing  of  records  M  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Rctrlevablllty:  RetrievabOity  based  on  presence  of  training  status 
code  or  recoid  status  indicating  individual  selected  for  reassign¬ 
ment.  Computerized. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rcteatloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  puling,  macerating,  or 
burning. 

Also  destroyed  by  degaussing. 

System  managerfs)  aad  addrem:  Technical  Training  Branch 
Directorate  of  Personnel  Headquarters  AFCS,  *  Richards  Gebaur. 
AFB,  MO,  64030. 

Notification  procedare:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  m 
gaming  access  from  the  Systems  Manager. 

Coateotiag  record  procedares:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determiimtions  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

SystcBM  exempted  from  certala  provisions  of  the  act:  NONE 
F03504  OYUEBLB 

System  naam:  03S04  OYUEBLB  Commander  Identification. 

System  location:  At  Headquarters  Air  Force  Communications  Ser¬ 
vice  (DCS/p)  Richards  Gebaur  AFB  MO  64030. 

Categories  of  individnala  covoed  by  the  system:  Air  Force  active 
duty  military  personnel. 

Categories  of  records  la  the  system:  Individuals  currently  perform¬ 
ing  duty  as  a  commander  and  personnel  selected  by  area  comman¬ 
ders  as  possible/potential  commanders. 

Authority  for  maiateaance  of  the  system:  44  USC  3101. 

Roudae  uses  of  records  maintained  in  the  system,  iaclading  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Used  to  monitor  the  as¬ 
signment  and  replacement  of  unit  Commanders  in  Air  Force  Com¬ 
munications  Service  (AFCS). 

Policies  and  practices  (or  storing,  retrieving,  accessiag,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes  and  computer 
paper  printouts. 

Retrievability:  Retrievability  based  on  presence  of  commander 
identification  code.  Computerized. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  aad  disposal:  Retained  in  office  fdes  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning.  Also  destroyed  by  degaussing. 

System  maaagcr(s)  aad  address:  Director  of  Assignments 
Directorate  of  Personnel  Headquarters  AFCS. 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  acceus  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provWona  of  the  act:  NONE 
F03504  OYUEBLC 

System  name:  03504  OYUEBLC  Air  Traffic  Control  (ATC)  Person¬ 
nel  Reporting.  ^ 

System  location:  Headquarters,  Air  Force  Communications  Ser¬ 
vice  (AFCS),  DCS/P,  Richards-Gebaur  AFB  MO  64030.  AFCS  Sub¬ 
commands. 

Categories  of  iadividnals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel  in  the  Air  Traffic  Control  career 
field. 

Categories  of  records  in  the  system:  Contains  name,  social  securi¬ 
ty  account  number  (SSAN),  unit  number,  grade,  Air  Force  special¬ 
ty  code  (AFSC),  available  status,  status  date,  date  assigned,  facility 
assigned,  duty  assignment  within  facility,  current  facility  rat¬ 
ing/position  certification  held,  previous  facility  ratings  held,  and 
Terminal  Instrument  Procedures  (TERPS)  qualifications. 

Authority  (or  maintenance  of  the  system:  10  USC  8012. 

Rontine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  To  effect  close 
managerial  control  over  assignment  and  utilization  of  personnel  in 
the  Av  Traffic  Control  career  field.  To  provide  a  real  time  person¬ 
nel  reporting  system  to  insure  continuity  of  operations.  To  provide 
a  common  data  base  for  use  in  dafly  coordination  between  com¬ 
mand  and  sub-command  levels  on  manning  related  problems, 
thereby  precluding  the  need  for  separate  real  time  air  traffic  control 
manning  reports  at  each  sub-command.  To  provide  a  data  base  for 
establishing  and  an^zing  manning  trends  in  the  Air  Traffic  Con¬ 
trol  officer  and  enlisted  career  fields.  To  provide  a  consolidated 
listing  of  statistical  data,  not  available  in  a  single  reference.  Used 
by  Major  Air  Command  and  Sub-command  (AFCS  areas  and  inde¬ 
pendent  groups.)  Provides  users  with  the  capability  for  daily 
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tncknt  of  penonnel  rcaourcet.  Provide*  user*  with  real  tine  nfor- 
mation  on  a  unit’*  usable  (facility  rated/positioii  certified)  controller 
strength  by  facility.  Allows  users  to  more  accurately  project  usable 
controller  strenj^  for  a  facility  by  use  of  estimated  facility  rat- 
ing/poahion  certification  and  upgrade  time.  Provides  information  to 
users  which  cannot  be  extracted  from  other  fies  to  include:  facility 
assigned,  duty  assigiunent,  facility  rating/position  certification  in 
training  for,  estimated  completion  date  for  facility  ratin^poshion 
certification  training,  Air  Traffic  Control  school  graduation  date, 
estimated  upgrade  date,  current  facility  rating/position  certifications 
held,  previous  facility  ratings  held  and  Terminal  Instrument 
Procedures  (TERPS)  qualifications.  Allows  users  to  more  accurate¬ 
ly  verify  manning  assistance  requests,  emergency  manning  level 
and  air  traffic  control  service  curtailment  reports,  manning  waiver 
requests  and  special  projects  as  required  by  Deputy  Chief  Staff  Air 
Tr^fic  Services.  Allows  users  to  establish  and  analyze  trends  in  the 
Air  Traffic  Control  officer  and  enlisted  manning  posture;  e.g., 
average  experience  levels,  time  on  station,  and  number  of  person¬ 
nel  in  train^  by  command,  sub-command  or  unit  as  required. 

PaHctes  and  practices  fer  staring,  retrieving,  accessing,  retainfaig, 
and  dfapnetag  *1  records  h  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes,  disks,  and  com¬ 
puter  paper  printouts. 

RetricvabUlty:  Social  security  account  number  (SSAN),  or  other 
identification  number  or  system  identifier. 

Safeguards:  Records  arc  accessed  by  persons  responsible  for  ser¬ 
vicing  the  record  system  in  performance  of  their  official  duties. 
Recces  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know.  Records  are  stored  in 
locked  cabinets,  rooms,  or  buildings. 

Retentloa  and  disposal:  Retained  in  office  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  burning,  or  erasing  in 
the  case  of  magnetic  media. 

System  maaagcr(s)  and  addrem:  Deputy  Chief  Staff,  Air  Traffic 
Services.  Headquarters,  Air  Force  Communications  Service  and  in¬ 
termediate  level.  Air  Traffic  Control  Operations  Division  at  group 
and  squadron  level  Chief,  Persotmel  Data  Systems  Division. 
Headquarters,  Air  Force  Communications  Service,  Richards- 
Gebaur  AFB  MO  64030. 

Nstlfhatlsn  praecdnrc:  Request  from  individuals  should  be  ad¬ 
dressed  to  the  system  manager.  Specific  information  required  from 
requesting  indivMuals  to  determine  whether  or  not  the  system  con¬ 
tains  a  record  about  them  are  Air  Force  Specialty  Code  (AFSC), 
social  security  account  number  (SSAN),  unit  number.  Offices 
which  the  requester  may  visit  to  obtain  i^ormation  on  whether  or 
not  the  system  contains  records  pertaining  to  him  or  her  -  Air  Traf¬ 
fic  Services,  Air  Traffic  Contrd  Operations  Division,  Personnel 
Data  Systems  Division,  HQ  Air  Force  Communications  Service. 

Record  aceem  procedaros:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatcstlag  record  procedarm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  individuals 
and  automated  systems  interface. 

Systems  exempted  from  cerUin  provtsloas  of  the  act:  NONE 
r«3504  XOXXE  A 

System  name:  Air  Force  Advisory  Personnel  in  Latin  America 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  US  Air  Force  per¬ 
sonnel  selected  for  assignment  to  military  advisory  organizations  in 
Latin  America 

Categories  of  records  la  the  systM:  Career  resumes,  health  cer¬ 
tificates.  language  testing  data,  training  schedules,  nomination  and 
acc^tance  documents 

Authority  lor  malntcuaacc  of  the  system:  lOUSC  8012 

Routlas  uses  of  records  makstaiaed  la  the  system,  lacladiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personnel  selection, 
training,  nomination  and  assignment 

Po Belts  aad  practloes  (or  storing,  retrlevlag,  accessfag,  retaining, 
and  disposing  of  records  In  the  system: 

Stsrage:  Maintained  in  file  folders. 


RetrlevabUlty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  (or  need-to-know. 

Records  are  stored  in  safes. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  shredding  or  burning. 

System  maaager(s)  and  addrem:  Deputy  Chief  of  Staff/Plans  and 
Operations.  Headquarters  United  States  Air  Force. 

NotMIratlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  arrsm  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatcstlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provlsloas  of  the  act:  NONE 
F03504  OUCYVA 

System  name:  03504  OlACYVA  Data  Change/Suspense  Notification. 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  in  the  system:  Correspondence  and  forms 
used  to  record  discrepancies  or  changes. 

Authority  (or  maiatenaacc  of  the  system:  10  USC  275  personnel 
records. 

Routlac  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  To  resolve  discrepencics 
detected  during  annuid  records  review 

PoUdea  aad  praetkm  (or  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabl^:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  protected  by  guards. 

Retentloa  aad  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  aad  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN.  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room.  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  Ucense  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  aceem  procedures:  Individuals  can  obtain  assistance  in 
gaming  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue.  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Coutestlug  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  (or  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  source  documents 
prepared  on  behalf  of  the  Air  Force  Advance  Personnel  Data 
System  or  supplied  by  Reservist. 

Systeau  exempted  from  cerlala  provlsloas  of  the  act:  NONE 
F03504  OJMPLSB 

Spstem  name:  Classification  screening  records. 
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Sjratea  Iccatioa:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

3700  Personnel  Processing  Group.  Lackland  AFB,  TX  78236. 

At  headquarters  of  the  major  commands  and  separate  operating 
agencies.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force’s  systems 
notice.  Air  Training  Command  (RSSAR),  Randolph  AFB,  TX 
78148.  Defense  Information  School,  Fort  Benjamin  Harrison.  IN 
46216. 

CamgarVs  af  IndhrMnab  ceeered  by  the  system:  Classification  in¬ 
terview  of  basic  Airmen. 

CaSegartta  af  tecarda  in  the  system:  Classification  worksheet.bio- 
graphicaJ  questionnaire,  letters. 

Aatharlty  far  maintenaacc  af  the  system:  44  USC  3101. 

Randbe  uses  af  racards  maiatahmd  in  the  system,  inelnding  cat^o- 
rlm  af  aacrs  and  the  pnrpaaes  of  sack  nacs:  Evaluation  for  classifica- 
bon  into  Ah’  Force  specialties. 

PaMclea  and  practices  for  staring,  retrieving,  acceasiag,  retaining, 
and  iHspssIng  af  records  in  the  qratem: 

Starag*:  Maintained  in  file  folders. 

RetrlevaUHty:  Filed  by  Name. 

Fied  by  Social  Security  Account  Number  (SSAN). 

Pied  by  other  identification  number  or  system  identifier. 

Safajpinrds:  Records  arc  accessed  by  peraonfs)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  n^-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  acreening. 

Rctcatlaa  and  dispoaal:  Retained  in  office  files  unti  superseded, 
obsolete,  no  longm  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  purring,  macerating,  or 
burning. 

Destroyed  after  six  months. 

System  managerfs)  and  addrem:  Commander  3700  Personnel 
Processing  Group  Lackland  AFB  (CDC)  TX  78236. 

NatWhatiau  pracadurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Should  contain  naasc,  social  security  account  number,  proof  of 
same. 

Racard  accam  peacadurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mafling  addresses  are  hi  the  Dqwrtment  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Csat sating  racard  pracadarca:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determhiations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aaurce  eatagariaa:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
aufhtors,  and  so  forth. 

SyaSams  exempled  from  certain  prevlslaaa  al  the  act:  NONE 
Pt3504  dJMPLSC 

System  uaase:  Assessments  screening  records. 

System  lecatteu:  3700  Personnel  Processing  Group,  Lackland 
AFB,  TX  78236.  Defense  Investigative  Service,  Personnel  In- 
veati^tion  Control  Center,  Post  office  box  1211,  Baltimore.  MD 
21203. 

Categeries  of  tedhrlduala  ceveied  by  the  system:  Bask  Airmen 
selected  for  assessment  screening. 

CaSsgertea  el  records  In  the  system:  Biographical  questionaire, 
reference  ktters,  peer  ratings. 

Authmitj  far  matetenaacc  of  the  system:  44  USC  3101. 

Rsulini  uses  el  records  maintainril  In  tba  system,  Inrludhig  catego- 
rlm  of  users  and  the  purpmm  of  such  uses:  Screening  for  assignment 
to  sensitive  high  risk  Air  Force  jjobs  Defense  Invcstig^ve  Servke 
to  enhance  effkiency  and  reliability  of  personnel  security  investiga¬ 
tions. 


PoHdes  and  praetkes  for  storing,  retrieving,  accessing,  rctaialag, 
and  disposlag  of  records  in  the  system: 

Storage:  Maintained  in  ffle  folders. 

RctricvabUHy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identifkation  number  or  system  identifkr. 

Safeguards:  Records  are  accessed  by  person(s)  responsibk  for 
servking  the  record  system  in  performance  of  theh  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  fiks  for  one  year  after 
annual  cut-off.  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  and  addrem:  Commander  3700  PPGP  (CCO) 
LackUnd  AFB  TX  78236, 

NotUkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

And  include  name  social  security  number  proof  of  same. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  m  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notke. 

Contesting  record  procedures:  The  Ah’  Force’s  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medkal  institutions. 

Information  obtained  from  trade  associations. 

Information  obtained  from  polke  and  investigating  offkers. 

Information  obtained  from  a  state  or  local  government. 

Systems  exempted  from  certain  pruvisloua  uf  the  act:  NONE 
r«35«4  tJMPLSD 

System  name;  Redhne  control  report. 

System  tocatlou:  3700  Personnel  Processing  Group,  Lackland 
AFB,  TX  78236. 

Categorim  af  tedhrlduala  euvered  by  the  system:  Bask  Airmen 
delayed  from  departure. 

Categaries  uf  records  In  the  system:  Redhne  control  report. 

Antburity  for  matetaunce  of  the  system:  44  USC  3101. 

Ronttec  nacs  of  records  m^tatecd  In  the  system,  inelnding  catego- 
rtea  of  aaera  and  the  purpmm  uf  such  asm:  Control  of  personnel 
who  are  unable  to  depart  on  their  scheduled  departure  date  deter¬ 
mine  new  departure  date  and  issue  the  appropriate  special  order 
amendment  or  revocation  sebeduk,  canceOation  of  transportation  if 
appropriate. 

PoUdes  and  practicm  lur  storing,  retrieving,  accemteg,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Rctricvabllity:  Ffled  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  ideniifkation  number  or  system  identifkr. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servking  the  record  system  in  performance  of  theh  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  dfapuaal:  Retained  in  offke  fiks  untfl  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pkces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcifs)  and  addrem:  Commander  3700  PPGP  (CCD) 
Lackland  AFB  TX  78236 

NutMcatlun  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

And  include  name  social  security  account  number  proof  of  same 
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Record  acccM  proccdarce:  Individual  can  obtain  asaistance  in 
gainins  accets  from  the  Syttems  Manager. 

Mailing  addreites  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  pmeednres:  The  Air  Force's  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Processing  group  agencies  squadron 
status  clerks. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F«3S04  dKENOSB 

System  name:  Air  University  (AU)  Advanced  Degree  Application. 

System  location:  At  Headquarters  Air  University.  Maxwell  Air 
Force  Base,  AL  36112. 

Dpr 

Categories  of  Individnals  covered  by  thd  system:  Officers  desiring 
advanced  degree  with  subsequent  assignment  to  AU. 

Categories  of  records  In  the  system:  Application  which  includeds 
Commanders  recommendation,  and  college  transcripts. 

Anthorlty  for  mahstcnance  of  the  system:  44  USC  3101. 

Rontlne  nacs  of  records  maintained  In  the  system,  bclnding  catego- 
rim  of  naers  and  the  pnrposm  of  sneh  asm:  Determine  suitability  of 
applicant  for  advanced  degree  training  and  assignment  to  AU  facul¬ 
ty/staff  by  AU  assignment  officials. 

Pottdm  and  practicm  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  sysMps: 

Storage:  Maintained  in  file  folders. 

Retrlcvabtllty:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoo(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcntlan  and  dlq>oaal:  Retained  in  offlee  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  puling,  macerating,  or 
burning. 

System  managerfs)  and  addrem:  Director  of  Assigrunents. 

Notlflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Name.SSAN.  May  visit  office  and  provide  military  ID  card. 

Record  aceem  procednrm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contestlag  record  procednrm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorim:  Applicant 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03504  OKPNQSC 

Syrncm  name:  Officer  assignment  files. 

System  locatloa:  At  Headquarters  Air  University,  Maxwell  Air 
Force  Base,  AL  36112. 

Dpr 

Categories  of  iadividnab  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Categories  of  records  in  the  system:  Applications,  letters.  Memos, 
obtained  from  Officers  volunteering  for  au  duty.  Also  data  obtained 
from  HQ  USAF  pertaining  to  Officers  nominated  for  assignment  to 
AU. 

Authority  for  anlatcnaacc  of  the  system:  44  USC  3101. 

Routine  uses  of  records  malatatecd  in  the  system,  incindiag  catego* 
rfas  of  users  and  the  purposes  of  such  uses:  Determine  suitability  for 
assignment  to  an  AU  unit  by  AU/DPR  and  unit  officials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaiahig, 
and  dlsposhig  of  records  in  the  systm: 


Storage:  Maintained  in  file  folders. 

Retrlevablllty:  Filed  by  name  and  social  security  account  number 
(SSAN). 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Rctentloa  and  disposal:  Retained  in  office  files  untS  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  Director  of  assignments. 

Notlflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Name.SSAN,  May  visit  office  and  provide  military  ID  card. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  AFMPC,  unit  official  and  individual. 

Systems  exempted  from  certain  provlsloas  of  the  act:  NONE 
F03S04  OKPNQSD 

System  name:  AU  potential  faculty  list. 

System  locution:  At  Headquarters  Air  University,  Maxwell  Air 
Force  Base,  AL  36112. 

DPR. 

Categories  of  indlvldnab  covered  by  the  system:  Air  Force  active 
duty  officer  personneL 

Categories  of  records  fas  the  system:  List  of  officer  name  recom¬ 
mended  for  faculty  duty. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Rontfae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  ol  users  and  the  purposes  of  such  uses:  Identify  Officers  recom¬ 
mended  for  future  faculty  duty  by  applicable  PME  school.  Used  by 
MAJCOM.USAF  and  PME  sch  officials  to  fill  faculty  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  ol  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabillty:  Filed  by  name  and  SSN. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentloa  and  disposal:  Retained  in  office  ffles  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  Director  of  assignments. 

Notlflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Name.SSAN.  May  visit  office  of  DPR  and  provide  mil  ID  card. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  PME  schools. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
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SyilcH  ua«:  Officer  assignment  logs. 

System  IncatiMi:  At  Headquarters  Air  University.  Maxwell  Air 
Force  Base,  AL  36112. 

DPR. 

Categnrks  at  Indlvklnals  cnvercd  by  tbc  system:  Air  Force  active 
duty  officer  personnel. 

Categartes  of  recarda  In  tbc  system:  Working  logs  to  record  status 
of  pers  being  considered  for  assignment  to  AU. 

Aatharlty  tar  maintenance  mt  tbc  system:  44  USC  3101  and  10 

use  8012. 

Rantlnc  naca  af  records  maintained  in  tbc  system,  inclndlng  catego¬ 
ries  at  naers  and  tbe  pnrpaacs  of  sneb  naca:  To  maintain  current 
statua  of  personnel  being  considered  for  assignment  to  Air  Univer¬ 
sity  (AU).  Used  by  AU  assignment  officials  in  performance  of  du¬ 
ties. 

PaUctes  and  practices  for  atoriag,  retrieving,  accessing,  retaining, 
and  dispaslng  al  recards  bi  tbc  system: 

Stamgs:  Maintained  in  note  books/binders. 

Ratricvabllily:  Filed  by  Name. 

Saisgnards:  Records  are  accessed  by  custodian  of  tbe  record 
system. 

Records  arc  accessed  by  personfs)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  anthorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rstsntlan  and  dtepaaal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then, 
destroyed  by  tearing  into  pieces,  shredding,  pnlping,  macerating,  or 
burning. 

System  managsets)  and  addrem:  Director  of  assignments. 

NedScatlaa  praoednrs:  Requests  from  individuals  should  be  ad¬ 
dressed  to  tbe  Systems  Manager. 

Rscerd  aceem  preesduras:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mafling  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Centestlng  rccesd  proesdarsa:  The  Av  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
die  individual  ctmeemed  may  be  obliged  from  the  Systems 
Manager. 

Rscerd  asurcs  categsriss:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  pravtsloas  ef  tbc  act:  NONE 
Ft35«4  OKFNQSP 

System  name:  Cooperative  degree  accounting  system. 

System  Iscatien:  At  Headquarters  Air  University,  Maxwell  Air 
Force  Base,  AL  36112. 

DPRO. 

Categsrtes  at  Individuals  covered  by  tbc  system:  Air  Command  and 
Staff  College  and  Air  War  College  students  in  Troy  state  univ  or 
Auburn  univ  degreeprograms. 

Categories  of  records  In  tbc  system:  Name  gn^e  SSAN  of  student 
with  school,  academic  level,  major  and  graduation  date. 

Authority  lor  msisteuanco  of  tbc  system:  44  USC  3101  and  10 
USC  8012. 

RoutlBC  uses  of  records  maintsined  be  tbc  system,  tecludiag  catego- 
rlm  of  users  and  tbc  purpaoes  of  such  uses:  Purpose  is  to  notfy 
MPC  and  CBP  Officer  cd  students  who  wiD  remain  at  Maxwell 
after  normal  professional  milBary  education  graduation  while  pursu¬ 
ing  d^ree.  * 

Pollclea  and  pmetkes  lor  storing,  retrieving,  accessing,  retaining, 
and  dteposlng  of  rseords  he  tbo  system: 

Sterage:  Maintained  on  punched  cards.  , 

Retilevablllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 


Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dispel:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managcits)  and  addrem:  Chief  Officer  assignment  divi¬ 
sion. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  tbe  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Systems  exempted  from  certain  previsions  of  tbe  act;  NONE 
F835«4  OSPCZPA 

System  name:  Bomber  mobilization  recovery  roster. 

System  locatioa:  Building  1213,  22  Organizational  Maintenance 
Squadron,  March  Air  Force  Base  CA  92568. 

Categories  of  iudhridnals  eovered  by  tbe  system:  21  Pre-selected 
Air  Force  active  duty  eoUsted  personnel 

Categories  of  records  In  tbc  system:  Records  of  individuals  name, 
grade,  and  job  specialty. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Rootlac  uses  of  reeords  maintained  ka  tbc  system,  including  catego- 
rtes  of  users  and  tbs  purposes  of  such  uses:  Used  by  squadron  per¬ 
sonnel  to  identify  personnel  qualified  for  recovery  operations. 

PoUdes  and  practtecs  far  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  tbc  system: 

Storage:  Maintained  in  file  folders. 

Rctrlcvabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctendoa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or- on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  and  addrem:  Commander,  22  Organizational 
Maintenance  Squadron,  March  AFB,  CA  92508. 

Notification  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assutance  in 
gaining  access  from  the  Systems  Manager. 

Contesthig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  ^ 

Record  source  categories:  Information  from  Air  Force  personnel 
records. 

Systems  exempted  from  certain  provhioas  of  the  act:  NONE 
F03S(M  OTMUHJD 

System  name:  PCS  funds  control  log. 

System  locatioa:  Headquarters  Tactical  Air  Command,  Langley 
Air  Force  Base,  Virginia  23665. 

Categortes  af  individuab  covered  by  the  system:  AO  Air  Force  ac¬ 
tive  duty  military  personnel. 

Categories  of  records  la  the  system:  Assignment  action  number 
and  PCS  fund  code. 

Antbarky  for  maintenaacc  of  the  system:  10  USC  8074. 

Routine  uses  of  records  maintalsed  la  the  system,  bacluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Keep  track  of  PCS  funds 
to  preclude  overexpenditure  of  allocate  d  quotas. 
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P«lkin  aad  practtccs  lor  atoriag,  rctricviag*  occcaotag,  rotakUag, 
aad  diapoaiag  of  rtcerda  ia  Um  ayateai: 

Storage:  MainUiaed  in  note  books/bindera. 

RctrteeablUty:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  arc  stored  in  security  file  con- 
taincrs/cabinets. 

Records  arc  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Reteatioa  aad  disposal:  Retained  in  office  files  for  one  year,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  aad  address:  Assignments  Control  Division, 
Deputy  Chief  of  Staff /Personnel.  Headquarters  Tactical  Air  Com¬ 
mand,  Langley  Air  Force  Base,- VA. 

Nodficattoa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatcatlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Assignment  resource  manager. 

Systems  exempted  from  certaio  prorisioas  of  the  act:  NONE 
F03504AAFSS  S 

System  name:  Office  Personnel  Data  Informational  Files 

System  locatian:  At  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

Categories  of  indlvMaals  covered  by  the  system:  All  military  and 
civilian  personnel  currently  and  previously  assigned  to  the  Office  of 
Assbtant  Secretary  for  Space  Systems  (SAFSS)  field  activities. 

Categories  of  records  hs  the  system:  Notices  of  personnel  actions; 
copies  of  assignment  and  travel  orders;  copies  of  security  clearance 
information;  applicable  personnel  data;  names  of  famfly  members; 
home  addresses  and  phone  numbers;  biographical  information. 

Authority  for  mahitcnaacc  of  the  system:  lOUSC  8012 

Routine  uses  of  records  maintalacd  fas  the  system,  Inclodiag  catego¬ 
ries  of  users  aad  the  purpoaes  of  such  uses:  Dafly,  routine  personnel 
management,  intemri  information  for  managers,  and  historical 
documentation. 

PoUdes  and  practices  for  storing,  retrieving,  accesslag,  retaining, 
aad  atapoaim  «{  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  aperture  cards. 

Maintauied  on  computer  paper  printouts. 

Maintained  in  note  books/binders. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  arc  stored  in  safes. 

Records  are  stored  in  vaults. 

Access  is  limited  to  the  Under  Secretary  of  the  Air  Force  (space 
Systems)  and  Deputy  Under  Secretary  of  the  Air  Force  (Space 
Systems)  and  office  directors,  supervisors,  personnel  managers  and 
individuals  with  a  bona  fide  right  and  need  to  know.  The  general 
exception  is  the  office  phone  directory,  copies  of  which  are  kept  in 
the  iMmes  of  assigned  and  attached  personal. 

ReUutlon  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  aad  address:  Executive,  office  of  space 
systems,  (SAFSS)  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

NuHfkallun  procedure:  Send  request  or  visit  to  the  executive, 
SAFSS.  Requestor  should  provide  fuO  name  and  SSAN. 

Record  ocecss  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Air  Force  personnel  and  records 
systems,  and  the  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F035O4A0SSGBPA 

System  name:  Personnel  selected  for  relocation. 

System  location:  Headquarters,  Strategic  Air  Command  (SAC) 
Director  of  Personnel  Resources,  Offutt  AFB,  NE  68113.  i 

Categories  of  indivlduab  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Officers  below  the  grade  of  Colonel.  Only  individuals  who  submit 
humanitarian-permissive  reassignment/deferment,  CHAP  reassign¬ 
ment/deferment  and  join  spoiise  applications. 

Categories  of  records  in  the  system:  Basic  application  and  MAJ- 
COM  correspondence  relative  to  evaluation  and  additional  action 
by  agencies  within  Strategic  Air  Command.  Deputy  Chief  of 
Staff /Personnel,  Surgeon.  Judge  Advocate  and  Director  of  Person-  < 

nel  Resources,  Air  Force  Military  Personnel  Center  (AFMPC). 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Category  of  users  Per¬ 
sonnel  Offkers/superintendents/specialists  Doctors  and  Lawyers 
assigned  at  base  level.  Major  Command  and  AFMPC  uses,  evalua¬ 
tion  of  problems  specified  by  individual,  applicability  to  directives, 
and  deferment/relocation  consideration. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  dbposlag  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly  | 

screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms.  | 

Records  are  controlled  by  personnel  screening. 

Reteatioa  and  disposal:  Retained  in  office  ffles  for  one  year  after  | 

annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding,  ' 

pulping,  macerating,  or  burning. 

System  maaager(s)  aad  addrem:  Chief  Assignments  Branch  Depu¬ 
ty  Chief  of  Staff/Personnel  Offutt  AFB  NE  68113. 

Notlflcatloa  proeedarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Upon  proof  of  identity  military  identification  card  written 
requests  provide  full  name  and  social  security  account  number. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  automated  system  interfaces. 

Systems  exempted  from  certain  prorisioas  of  the  act:  NONE 
FO35O4B0SSGBPB 

System  name:  Palace  Chase  assignment  applications. 

System  locatioa:  Strategic  Air  Command  (SAC)  Director  of  Per¬ 
sonnel  Resources  (DPR),  Offutt  AFB  NE  68113. 

Categories  of  Individuals  covered  by  the  system:  Air  Force  active 
duty  e^sted  personnel. 

Categories  of  records  ia  the  system:  Copy  of  application  for 
Palace  CHiase  and  Major  Command  reply  to  individuals  Con¬ 
solidated  Base  Personnel  Office  (CBPO). 

Authority  for  maintenance  of  the  ^rstem:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  asers  and  the  purposes  of  such  uses:  Users  personnel  assigned 
to  HQ  SAC  (DPR)  uses  evaluate  eligibility  for  Palace  Chase  and 
take  appropriate  action. 

Policies  and  practices  for  storing,  retrieving,  secerning,  retalaiag, 
aad  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 
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Maiataincd  ii  visible  file  bniden/csbineu. 

Kttrlcvablllly:  Filed  by  Name. 

Salcgaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  pcrson(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to>luiow. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Rctentlsa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Sysitm  maaagctfs)  and  addicas:  Chief  Airman  Support  Assign¬ 
ments  Branch,  Deputy  Chief  of  Staff/PersonncI,  HQ  SAC/DPR, 
Offutt  AFB  NE  68113. 

Natifh  alien  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Provide  fuR  name  and  social  security  account  number  (SSAN) 
visiting  personnel  Provide  proof  of  identity  such  as  military  identifi¬ 
cation  card. 

Rccatd  nceeas  pracodniea:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Cantaatlag  racard  prncadaraa:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Racaed  aanree  categartes:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  tram  certaM  previsions  af  the  act:  NONE 
Pt3504X«XOXA8A 

System  name;  Officer  Effectiveness  Report  Data  Card 

System  lacatlan:  Headquarters  United  States  Air  Force  (XOXAS) 
Washmgton,  D.C.  20330 

Catsamtes  al  tedivMaab  cavcccd  by  tha  tystem:  Officers  assigned 
to  the  weetorate  of  Plans 

Catagarlm  al  raeasds  ha  the  system:  Card  contains  data  on  each 
officer  to  include,  name,  office  symbol,  rank,  date  of  rank,  date  of 
birth,  base  retirement  date,  totM  active  Federal  military  service 
date;  date  assigned  photo,  previous  dates  assigned  Pentagon,  as¬ 
signment  preference,  source  of  commission,  aero  rating,  educa¬ 
tional  kvd,  service  schools  attended,  wife’s  name,  children  and 
date  of  birth,  previous  assignments  during  last  10  years 

Antharlty  lar  matetewaacs  af  the  system:  10  USC  8012 

Raathm  asm  al  rscarda  maintahisd  In  the  system,  lnchidla|  catega- 
rtes  al  naan  and  the  pnrpssm  al  such  asm:  Personal  data  informa¬ 
tion  furnished  by  the  individual  and  used  by  the  officer’s  rater,  ad¬ 
ditional  rater  and  reviewer  in  preparing  the  Officer  Effectiveness 
Reppn 

Pnlktes  and  praetkm  far  storing,  retrieving,  accessing,  retaining, 
and  dlspoalng  al  recerds  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrtevabillty:  Filed  by  Name. 

Safagnards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Retentlan  and  dlspesal:  Retained  in  office  files  until  reassigiunent 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  addrem:  Chief  Personnel  and  Services, 
DirMtorate  of  Plans  Headquarters,  United  States  Air  Force 

Notification  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rceard  aceem  procedures:  Individual  can  obtain  assistance  in 
fwiing  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  individual. 

Systems  exempted  from  certain  provisions  ol  the  act:  NONE 


P035d5  DPMAO  A 

System  name;  Unfavorable  Information  FSes  (UIFs) 

System  location:  Complete  UIF  files  are  maintained  at  Con¬ 
solidated  Base  Personnel  Offices  (CBPOs)  only.  However,  UIF 
summary  sheets,  a  part  of  the  UV,  are  also  maintained  at:  in¬ 
dividual’s  unit  of  assignment  (commander’s  copy),  geographically 
separated  units  not  colocated  with  a  servicing  CBPO,  and  for  of¬ 
ficers  only  at  the  major  conunand  of  assignment;  and  for  coloneb 
only  an  additional  copy  is  maintained  at  Headquarters,  United 
States  Air  Force  Deputy  Chief  of  Staff,  Personnel,  Special  Actions 
Office,  Colonels  Group,  Wash,  D.C.  20330. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  el  faMlivfdaals  covered  by  the  system:  AO  active  duty 
military  personnel. 

Categories  of  records  in  the  system:  Derogatory  correspondence 
determined  as  mandatory  for  file  or  as  appropriate  for  file  by  an  in¬ 
dividual's  commander.  Examples  include:  Written  admonitions  or 
reprimands,  drug  abuse  correspondence,  court-martial  orders,  let¬ 
ters  of  indebtedness,  control  roster  correspondence. 

Authority  for  maintenance  ol  the  system:  Title  10,  United  States 
Code  (USC)  Armed  Forces  -  Chapter  803  -  Department  of  the  Air 
Force,  Section  8012;  Chapter  80S  -  The  Air  Staff,  Section  8032. 

Rontiac  nscs  of  records  malntaiacd  fas  the  system,  iacladiag  catego¬ 
ries  of  nsers  and  the  purposes  ol  such  uses:  Reviewed  by  comman¬ 
ders  and  personnel  officials  to  assure  appropriate  assignment, 
promotion  and  reenlistment  considerations  are  made  prior  to  effect¬ 
ing  such  actions.  UIFs  also  provide  information  necessary  to  sup¬ 
port  administrative  separation  when  further  rehabilitation  efforts 
would  not  be  consider^  effective. 

Policies  and  practices  lor  storing,  retrieving,  accemiag,  retaining, 
and  disposing  of  records  In  the  systm: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RetrievabiUty:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  arc  accessed  by  pcrson(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  UIFs  are  maintained  for  one  year  from 
the  date  of  the  most  recent  correspondence  therein  except  when 
the  file  contains  Article  IS  or  Court-Martial  correspondence  in 
which  case  the  retention  period  is  for  two  years  from  the  date  of 
that  correspondence,  unless  a  year  retention  period  for  non-related 
Article  IS/court-maitial  correspondence  would  post-date  the  two 
year  retention  period  for  the  Article  15/court-martial  correspon¬ 
dence,  in  which  case  all  correspondence  would  be  maintained  a 
yew  l^m  die  most  recent  non-related  Article  1  S/court-martial  cor¬ 
respondence.  Files  are  automatically  destroyed  upon  separation, 
reenlistment  or  retirement  and  on  an  individual  basis  when  the  in¬ 
dividual’s  commander  so  determines.  Destroy  by  tearing  into 
ineces,  shredding,  puling,  macerating,  or  burning. 

System  managcifs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  MQita^  Personnel,  Rando^h  Air  Force  Base,  Texas. 

Notification  procednre:  Personnel  for  whom  UIFs  exist  are  rou¬ 
tinely  notified  of  the  existence  of  a  file.  In  aD  cases  personnel  are 
authorized  to  rebut  the  correspondence  in  the  file. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

or  by  contacting  agency  officials  at  the  respective  servicing  Con¬ 
solidated  Base  Persotmel  Office. 

Contesting  record  procedures:  The  Av  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Supervisory  reports  or  censures  and  of¬ 
ficial  reports  of  poor  performance  or  conduct. 

Systenu  exempted  from  certain  provisions  of  the  act:  NONE 
F03505  DPMAO  B 

System  nasse:  0350S  DPMAO  B  Personnel  Action  File  (Digest  File) 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148  for  active  duty  officers  a^  Av 
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Reserve  Personnel  Center,  3800  York  St..  Denver  CO  8020S  for 
ncnactive  duty  USAFR  officers. 

Catcforlcs  el  hsdlvklnab  covered  by  the  syatesn:  Air  Force  active 
duty  officer  personnel  and  nonactive  duty  USAFR  officers. 

Catcftorics  of  records  fas  the  syatea:  Composed  largely  of  suma- 
ries/extracts  or  notices  of  the  Air  Force  Office  of  Special  Investiga¬ 
tions  (AFOSI)  Reports  of  Investigation  (ROls).  The  system  may 
also  contain  other  official  records  or  documents  which  reflect  rele¬ 
vant  derogatory  information  about  officers,  e.g.,  notice  of  involun¬ 
tary  separation  proceedings,  notice  of  Special  Security  File,  reports 
of  AWOL/Desertion  status,  administrative  inquiries  and  investiga¬ 
tions,  Inspector  General  (IG)  reports,  and  reports  of  violations  of 
public  trust  in  contract,  procurement,  and  other  matters.  Addi¬ 
tionally,  a  file  will  contain  a  statement  regarding  the  subject  matter 
from  the  officer  if  one  is  made,  plus  any  comments  and  recommen¬ 
dations  by  the  member’s  commander.  Finally,  a  Digest  File  will 
contain  copies  of  documentation  used  to  notify  the  individual  and 
the  commander  of  the  file  and  a  record  of  the  Officer  Personnel 
Records  Review  Board  (OPRRB)  decision  to  retain  the  file.  The 
system  of  records  also  includes  letters  of  notification  when  digest 
files  are  destroyed. 

Authority  for  mahstcnancc  of  the  system:  10  U.S.C.  8012. 

Routine  uses  ol  records  maintained  fas  the  system,  taclading  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Digest  Files  are  reviewed 
by  career  management  officials  and  Central  Selection  Boards  at 
AFMPC  or  ARK,  as  appropriate,  to  insure  the  propriety  of  per¬ 
sonnel  decisions  finalized  at  those  levels  regarding  promotion,  as¬ 
signment,  mobilization,  recall  to  extended  active  duty,  selection, 
utilization  and  separation.  The  purpose  of  such  review  is  to  insure 
that  individual  career  management  decisions  enhance  the  quality  of 
professionalism  in  the  Air  Force. 

Puttclcs  and  practices  for  staring,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

RctrlevabiUty:  Filed  alphabeticaOy  by  name. 

Safeguards:  Records  are  accessed  by  persons  lesponsbOe  for  ser¬ 
vicing  the  record  system  in  the  performance  of  their  official  duties 
and  by  other  personnel  whose  names  appear  on  an  authorized  ac¬ 
cess  Ibt  indicati^  they  have  a  need  to  krow  in  the  performance  of 
their  ofHcial  duties.  Records  are  stored  in  locked  cabinets. 

Rctcntloa  and  disposal:  Disposition  is  pending  approval  under  44 
U.S.C.  3303(3). 

System  managerfs)  and  addrsm:  Chief,  Special  Control  and 
Records  Review  Group  (AFMPC/DPMAO),  Randolph  AFB  TX 
78148  for  active  duty  officers  and  chief.  Special  Actions  Branch 
(ARPC/DPAAS),  3800  York  Street,  Denver  CO  80203  for  non-ac¬ 
tive  duty  USAFR  officers. 

Nudflcatlea  prucadnre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Written  requests  should  contain 
the  member’s  full  name,  rank,  and  SSAN.  Information  may  also  be 
obtained  by  personal  visit  with  the  appropriate  Systems  Manager 
upon  verification  of  the  identification  data  required  for  written 
requests. 

Rscard  aceem  piuccdnrcs:  Individuals  can  obtain  access  to  their 
own  Digest  Files  by  following  the  procedures  described  above. 

Cants  sting  record  procures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  seures  categories:  Digest  File  information  is  obtained  from 
AFOSI,  Commanders,  Consolidated  Base  Personnel  Offices,  FBI, 
MAJCOMs,  HQ  USAF/IG  and  from  official  records,  reports  or 
documents  prepared  on  behalf  of  the  Air  Force  by  boaHs,  commit¬ 
tees,  panels,  and  investigating  officers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
P83S05  DPMJA  C 

System  name:  Line  of  Duty  Determinations  and  Investigations 

System  locntlou:  Master  Personnel  Records,  Air  Force  Mflitary 
Personnel  Center,  Randolph  AFB,  TX  78148  and  Individual  Medi¬ 
cal  Treatment  Records  at  base  of  assignment 

Categories  ol  individnals  covered  by  the  system:  All  Air  Force 
military  personnel  on  extended  active  duty;  Members  of  the  Air 
Force  Reserve  and  Air  National  Guard  on  active  duty  for  training 
or  inactive  duty  training;  Air  Force  Reserve  Officers’  Training 
Corps  (AFROTC)  cadets  on  training  duty  for  14  days  or  more; 


Cadets  of  the  Air  Force  Academy;  Persons  who  are  either  provi¬ 
sionally  accepted  for  duty  or  ate  initially  selected  under  the  Milita¬ 
ry  Selective  Service  Act  of  1967  and  arc  traveling  to  or  from,  or 
are  present  at,  a  place  for  final  acceptance  or  entry  on  active  duty 
with  the  Air  Force.  NOTE:  Records  are  accomplished  on  the  above 
categories  of  individuals  only  if  they  have  an  injury  or  disease 
which  is  treated  by  a  doctor  -  whether  or  not  the  patient  is  hospital¬ 
ized  -  and  which  results  in:  Inabfllity  to  perform  his  duties  for  more 
than  one  day  as  determined  by  competent  authority,  or.  Likelihood 
of  a  permanent  disability  or  future  claim  against  the  Government. 

Categories  of  records  In  the  system:  ,  Line  of  Duty  Determination; 
Report  of  Investigation  -  Line  of  Duty  and  Misconduct  Status.  In 
addition  to  the  basic  form,  the  completed  investigation  file  con¬ 
tains:  summary  of  the  investigating  officer’s  findings;  copy  of  order 
appointing  investigating  officer;  completed  line  of  duty  determina- 
tioo  ;  copy  of  authorization  for  inactive  duty  training  or  active  duty 
for  training  for  a  member  of  the  United  States  Air  Force  Reserve 
(USAFR)  or  Air  National  Guard  (ANG)  not  on  extended  active 
duty;  (3)  sworn  statement  of  the  diseased  or  injured  person  or  a 
certificate  by  the  investigating  officer  detailing  his  attempts  to  ob¬ 
tain  it  and  why  it  could  not  be  obtained;  statements  of  witnesses; 
maps,  photographs,  or  sketches;  certified  copies  of  Duty  Status 
Change,  showing  inception  and  termination  of  Absent  Without 
Leave  (AWOL)  or  desertion  status,  if  applicable;  copy  of  any  re¬ 
port  of  an  investigation  conduct^  by  military  and/or  civilian 
authorities,  if  releasable;  Clinical  Record  Narrative  Summary, 
where  hospitalization  is  for  a  disease;  blood-alcohol  and/or  other 
sobriety  evaluation,  and  other  documentation  which  is  material  to  a 
proper  determination. 

Authority  tor  malatcaancc  of  the  system:  Title  10  United  States 
Code.  Section  972;  Title  37  USC.  Section  802;  Title  38  USC,  Sec¬ 
tion  310,  Title  38,  Section  331,  Title  38  USC,  Section  610,  Title  38. 
Section  612,  Title  3  USC.  Section  3309,  Title  3  USC.  Section  3310, 
3311,3312.3313,3314,  and  3313. 

Routine  uses  of  records  maintained  In  the  system,  inclndlng  catego¬ 
ries  ol  users  and  the  pnrpsses  ol  snch  nses:  Used  within  the  Air 
Force  for  determining  eligibility  for  physical  disability  retirement  or 
separation,  lost  time  required  to  be  made  good,  forfeiture  of  pay 
during  absence  from  duty  owing  to  disease  from  intemperate  use  of 
alcohol  or  drugs;  Used  within  the  Veterans  Administration  in  deter¬ 
mining  eligibility  for  disability  compensation  and  hospitalization 
benefits;  Used  within  the  CivO  Service  Commission  in  determining 
eligibility  for  Civfl  Service  preference 

PoHcks  and  practicss  for  storing,  retrieving,  accessing,  retatolag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrlevabtllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  pcrson(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Ectentioa  and  disposal:  Retained  in  the  Master  Personnel  Records 
on  a  permanent  basis. 

System  maaagcr(s)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Milita^  Personn  el,  Rando4>h  Air  Force  Base,  Texas, 
78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Maiuger. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Cunlestlng  record  procedures:  'The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  Ito  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Line  of  duty  determination:  The  data 
provided  by  the  medi^  officer  based  upon  his  examination,  obser¬ 
vation.  and  conversation  with  the  individual  concerned,  and  by  the 
organization  commander  based  upon  his  investigation  of  the  in¬ 
cident,  e^.,  interviews  with  the  individual  and  any  witnesses, 
reviewing  applicable  reports.  Report  of  investigation-Line  of  duty 
and  misconduct  status:  The  data  contained  on  this  form  and  the  re¬ 
lated  exhibits  are  completed  by  the  investigating  officer  based  upon 
his  investigation  of  the  incident  and  his  findings.  The  bottom  por- 
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tk>ii  of  the  form  it  compkted  by  the  appointiiig/Feviewing/appr 
oving  authority  bated  upon  hit  review  of  the  invettigation  and  tte 
invettigating  offker't  findingt. 

Sytlcau  eaempted  trani  eertak  pravWana  nl  the  act:  NONE 
r035«5  OUCYVA 

Sytteni  aaau:  03505  OlACYVA  Unfavorabk  Information  Fikt 
(UIFS)  on  Officer!  and  Airmen. 

Syttem  kcatka:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categorkt  nf  IndivkiHab  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  in  the  system:  Records  of  punishment  under 
artick  15,  Uniform  Code  of  Military  Justice  for  written  admonition 
or  reprimand  not  pursuant  to  article  15  or  sentences  of  court  mar* 
tial,  results  of  court  martiab,  convictions,  ktters  of  indebtedness,  a 
reported  failure  to  support  dependents,  civil  and  military  law  en¬ 
forcement  reports  resulting  in  a  finding  of  guilty,  judicial  or  ad- 
miiuttrative,  except  for  minor  traffic  violations. 

Antbasby  lor  malnUnance  of  the  system:  10  USC  262. 

Roothsc  oast  el  records  maintalacd  in  the  system,  inclndiag  catego- 
rbt  of  users  and  the  purposm  of  such  uses:  Revkwed  in  connection 
with  promotion  consideration,  seketion  for  schools,  assignment, 
and  tin  personnel  actions  used  by  active  duty  personnel  and  AF 
civflian  empkyees  for  aO  personnel  actions. 

Pollcks  and  practtccs  lor  storing,  rctrkvlng,  accemiag,  rctaiabg, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fOe  frdders. 

Retikvability:  FQed  by  Name,  Social  Security  Number  (SSN)  or 
by  other  identtfkation  number  or  system  identifier. 

Salsfuardt:  Records  are  accessed  by  person(t)  responsibk  for 
servicing  the  record  syttem  in  performance  of  their  official  duties. 
Records  are  stored  in  safes. 

Rctantkn  and  disposal:  Retained  for  1  year  after  date  of  repri¬ 
mand,  or  I  year  from  date  of  unfavorabk  correspondence  not  re- 
hted  to  adminbtrative  reprimands,  or  until  member  reenlists, 
separates,  retiret  or  dkt,  and  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating  or  burning. 

System  managoifs)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARK).  7300  East  First  Avenue,  Denver,  Co  80280. 

NotRIcatlon  procodare:  Requesto  from  individuab  should  be  ad¬ 
dressed  to  the  Documentation  Management  Offker,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  fuO  name.  SSN,  current  mailing  address 
and,  if  known,  the  case  (control  number  on  correspondence 
received  from  ARPC.  Reco^s  may  be  revkwed  in  the  Records 
Revkw  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Vishort  wuhir^  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  bcense  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  aceem  procedarcs:  Individuab  can  obtain  assutance  in 
gaining  access  from  the  Documentation  Management  Offker, 
ARPC/DADP,  7300  East  First  Avenue,  Denver.  CO  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  polke  and 
investigating  offkers,  from  a  state  or  local  government,  from  wit¬ 
nesses  or  from  source  documents  (such  as  reports)  prepared  on  be¬ 
half  of  the  Air  Force  by  boards,  committees,  panels,  auditors,  and 
so  forth,  active  duty  consolidated  base  personnel  offkes. 

Systems  exempted  from  certain  provbiens  of  the  act:  NONE 
F03505  OSSZOTA 

System  name:  Personnel  quality  control  report. 

System  kcatka:  Combat  Support  Group  Headquarters  Squadron 
Ordmfy  Room  CSGCCQ  Bomb  Wing  Headquarters  Squadron  Or¬ 
derly  Room  BMWCCQ  Avionks  Maintenance  Squadron  Orderly 
Room  AMSCCE  Fkld  Maintenance  Squadron  Orderly  Room 
FMSCCE  Munitions  Maintenance  Squadron  Orderly  Room 
MMSCCE  Security  Polke  Squadron  Orderly  Room  SPCCE  Person¬ 
nel  Systems  Management  C^DPMY  Transportation  Squadron  Or¬ 
derly  Room  LOTCCE  Supply  Squadron  Oiderly  Room  LGSCCE. 
Pease  Air  Force  Bate.  NH,  03801. 


Categarks  el  kdIvMaab  envetad  by  the  system:  AO  assigned  mili¬ 
tary  personnel  whose  conduct  and  performance  were  substandard. 

Categarbs  af  racards  k  the  system:  Record  for  each  military  per¬ 
sonnel  warranting  special  attention  toward  rehabilitation. 

Antherlty  far  maktcnancc  af  the  system:  10  USC  8012 

Rantke  uses  el  records  maintained  k  the  systm,  kekding  catego¬ 
ries  el  naers  and  the  parpascs  af  such  aaes:  Monitor  and  report  cases 
of  personnel  whose  conduct  and  performance  below  standvd. 

PoHdes  and  practices  for  storing,  retricvkg,  accemkg,  retakkg, 
and  dbpaskg  of  records  k  the  system: 

Storage:  Maintained  in  ffle  folders. 

Retrbvability:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  ckared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  fiks  for  -one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pkces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  addrem:  Commander.  Pease  Air  Force 
Base.  NH 

Notificatka  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assutance  in 
gaining  access  from  the  Systems  Manager. 

Contestkg  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  eertak  provtakus  of  the  act:  NONE 
F03S06  DPMAW  A 

System  naam:  Air  Force  Personnel  Test  851,  Test  Answer  Cards. 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Air  Force  Military  Personnel  Center,  Randolph  Air  Force  Base, 
Texas. 

Categorkt  of  kdividnab  covered  by  the  system:  Active  duty  air¬ 
men  in  ^des  E-4  through  E-7.  Air  Force  Reserve  and  Air  National 
Guard  airmen  in  grade  E-7. 

Categories  of  records  k  the  system:  Item  responses  (answers)  (or 
Specialty  Knowkdge  Tests  (SKT),  Promotion  Fitness  Examinations 
(PFE)  and  United  States  Air  Force  Supervisory  Examinations 
(USAFSE). 

Authority  for  maktcnance  of  the  system:  Titk  10,  United  States 
Code  (USC),  Armed  Forces  -  Chapter  803,  Department  of  the  Air 
Force,  Section  8012;  and  Thk  44  USC,  Publk  Printing  and  Docu¬ 
ments  •  Chapter  31,  Records  Management  by  Federal  Agencks, 
Section  3101. 

Routine  uses  of  records  maktaked  k  the  system,  kckdkg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Ak  Force  Mili¬ 
tary  Personnel  Center/Airman  Promotion  Division 
(AFMPC/DPMAW)  to  score  tests.  The  percent  correct  score  on  the 
SKT  and  PFE  are  two  of  the  six  weighted  factors  of  the  Weighted 
Airman  Promotion  System  (WAPS)  used  to  advance  airmen  (E-4  to 
E-6)  to  the  next  higter  enlisted  grade.  The  percendk  score  on  the 
USAFSE  u  used  as  an  eligibility  criterion  (or  promotion  to  grade 
E-8  and  award  of  the  superintendent  (9)  Air  Force  Specialty  Code 
(AFSC)  skm  level 

PoHdes  and  practices  for  storing,  retrievkg,  accesskg,  retalnkg, 
and  dbposkg  of  records  k  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievablllty:  Ffled  by  Social  Security  Account  Number  (SSAN). 

Safe^ards:  Records  are  accessed  by  person(s)  responsible  for 
servking  the  record  system  in  performance  of  their  offkial  dutks. 

Records  are  stored  in  vaults. 

Retentkn  and  disposal:  Maintained  for  12  months  foOowing 
completion  of  promotion  cycle  for  whkh  member  was  tested,  then 
destroyed  by  burning  or  shredding. 

System  maaagcr(s)  and  addrem:  Assbtant  Deputy  Chkf  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas. 

Notificalka  procedure:  See  Exemption 
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K«c«H  acccM  pncadarw:  Sec  Exeaptioa 

Ceatcadag  racart  pfacadarw;  The  Air  Force’s  rules  for  access  to 
records  aad  for  coatestmf  aad  appeahag  iaitial  dcteraiinatioas  by 
the  individual  coacemed  aay  be  obtained  fro*  the  Systems 
Manager. 

Bacard  saarca  catagarlas;  See  Exemption 

Syataau  exempted  tram  certain  previsieni  al  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  S52a  (j)  or  (k),  as  apfdicable. 
For  additional  infonnation.  conUct  the  Systems  Manager. 

F035M  DPMYA 

System  name:  03506  DPMYA  MiliUry  Service  Inventory  Research 
Program. 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base.  TX  78148. 

Categories  of  ladlvldBab  covered  by  the  system:  Certain  applicants 
for  enhstment  into  each  service. 

Categories  of  records  la  the  system:  Background  interest  tests 
results,  group  data  analysis. 

Aatherltj  far  UMlatcBaacc  of  the  system:  Title  10,  US  Code,  Sec¬ 
tions  SOS,  508,  SIO,  and  3012;  and  for  disclosure  of  your  social 
security  number  Presidential  Executive  Order  9397. 

Rontiac  ascs  af  records  malatalacd  la  the  system,  lachidiBg  catego- 
rks  of  aoers  and  the  parpaees  af  such  ases:  Used  in  research  analy¬ 
sis  to  further  refine  enlistment  standards  for  the  Armed  Forces. 
Specific  use;  Used  in  a  research  manner  to  evaluate  interest  varia¬ 
bles  on  enlistee  performance. 

PaHrise  aad  praetkes  for  storing,  rcCrtevtag,  acccaslBg,  retalaiag, 
aad  tllspsslag  al  records  la  the  system: 

Storage:  Maintained  on  magnetic  tapes.  Maintained  on  disks. 

Rctrlevablllty:  Filed  by  Social  Security  Account  Number  (SSAN). 

Safegaards:  Records  are  accessed  by  custodian  of  record  system. 

Rctcatloa  aad  disposal:  Retained  on  computer  magnetic  tape  until 
superseded,  obsolete,  no  longer  needed  for  reference,  or  on  inac¬ 
tivation.  then  purged  and  destroyed  by  degaussing. 

System  maaagcr(s)  aad  address:  Asst  for  Personnel  Plans,  Pro¬ 
grams  and  Analysis  at  Air  Force  Military  Personnel  Center,  Ran- 
do^h  Air  Force  Base.  TX  78148. 

NetWcatloa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatesdag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  individual 

Systems  exempted  from  certain  provUeas  af  the  act:  NONE 
F03506  OJ  DOSA 

System  name:  Armed  Services  Vocational  Aptitude  Battery 
(ASVAB)  Test  Cards. 

System  locatloa:  Armed  Forces  Vocational  Testing  Group  (DOS), 
Rando4>h  AFB,  TX  78148. 

Categories  of  iadlvldnab  covered  by  the  system:  Students  tested 
with  high  school  ASVAB  version. 

Categories  of  records  la  the  system:  race,  telephone  number,  grade 
level,  phns  after  college  address,  individual  items  responses  from 
ASVAB  teste. 

Authority  for  maiateaaacc  of  the  system:  Title  44  USC  3101. 

Roatlae  uses  of  records  malatalacd  la  the  system,  iacludlag  catego¬ 
ries  of  asers  aad  the  purposes  of  such  uses:  Computation  of  voca¬ 
tional  guidance  scores  and  military  enhstment  and  pbcement  scores 
category  of  users  follows  high  school  vocational  counselors  Armed 
Forces  Entrance  and  Examination  (AFEES)  personnel  mihtary 
recruiters  all  services  uses-  counselors-vocational  counseling 
AFEES-  verification  of  enhstment  and  pbcement  scores  recruiters 
recruiting  enhstment  and  pbcement  purposes. 

Policies  aad  praetkes  for  storlag,  rctrkviag,  acccasbg,  rctabiag, 
and  dbpeslag  af  records  b  the  system: 

Storage;  Storage  optical  mark  sense  data  cards. 

Rctrlevablllty:  Retrievabihty  high  school  name  and  individual 
name  address. 


Safogaarda:  Records  are  accessed  by  persoB(s)  responsibk  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

and  locked  room. 

Retsattsa  aad  dbpasal:  Retained  m  office  files  for  four  months 
then  destroyed  by  shredding,  pulping,  macerating,  or  burning,  or 
degaussing. 

System  maaagcr(s)  aad  address:  Commander  Armed  Forces  Voca¬ 
tional  Testing  Group,  Randolph  Air  Force  Base. 

Notlfkation  proccdarc:  See  Exemption 

Record  nrrem  proccdarcu:  See  Exemption 

Ceatestlag  record  procedures:  The  Air  Force’s  rubs  for  acceu  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  mdividual  concerned  may  be  obteined  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certab  provbloBs  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  SS2a  (j)  or  (k),  as  appheabk. 
For  additional  information,  contact  the  Systems  Manager. 

-  F03506  OKPNQSA 

System  name:  Air  Force  Reserve  Officer  Training  Corps  Qualifying 
Test  Scoring  System 

System  locatloa:  AFROTC/ACME,  MaxweU  Air  Force  Base,  AL 
36112,  and  portion  pertaining  to  each  AFROTC  detachment  located 
at  the  respective  detachment.  Official  mailing  addresses  of  the 
detachments  are  in  the  Department  of  Defense  Directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  system  notice. 

Categories  of  tadividuab  covered  by  the  system:  Air  Forces  apph- 
cante  testing  at  Air  Forces  detachments. 

Categories  of  records  b  the  system:  Name,  detachment,  date  of 
test,  test  scores,  social  security  number,  air  seknee  year,  number 
of  test  adminutrations,  institution  category. 

Aathorky  for  mabteaance  of  the  system:  Titk  10  USC  Chapter 
103;  Military  Seketive  Service  Act  of  1967,  Section  6.  (50  USC 
456);  and  10  USC  8012. 

Rontiac  uses  of  records  mabtabed  b  the  system,  Includbg  catego¬ 
ries  of  users  t  id  the  purposes  of  sach  uses:  Scores  are  used  agaist 
criteria  for  entrance  mto  AFROTC,  and  as  a  measure  of  quality. 
Scores  are  entered  m  cadet  records. 

Policies  aad  practices  for  storing,  rctrlevbg,  acccssbg,  retabbg, 
aad  dbpoelBg  of  records  b  the  system: 

Storage:  Mamtained  in  ffle  folders. 

Maintained  m  vUibk  ffle  binders/cabinets. 

Maintained  on  computer  magnetic  bpes. 

Maintained  on  computer  paper  printouts. 

RetrievabiUty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

location  of  test  adminbtration,  date  of  testing. 

Safeguards:  Records  are  accessed  by  person(s)  responsibk  for 
servking  the  record  system  m  performance  of  their  offkial  dutks. 

Records  are  controOed  by  computer  system  software. 

buildings  are  secured  after  duty  hours. 

Retention  and  dbposal:  AFROTC/ACME  will  maintain  records  of 
scores  attained  on  tests  adminutered  at  AFROTC  detachments  for 
a  period  of  five  years.  Then  destroyed  by  tearing  into  pieces, 
maceration  or  burning  or  degaussing.  Air  Force  Human  Resources 
Laboratory,  LacUand  Air  Force  Base,  TX  78236  u  offkial  reposi¬ 
tory  for  permanent  record  of  afl  AFOQT  scores. 

System  maaagerfs)  aad  addrem:  Chkf,  Analysis  and  Evaluation 
Division,  AFROTC/ACM,  Maxwell.  Air  Force  Base,  AL  36112. 

Nodfkatloa  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

requests  should  include' full  name,  SSAN,  location  of  test  ad¬ 
ministration,  and  date  of  testing. 

Record  access  procedures:  Individual  can  obtain  assistance  m 
gaining  access  from  the  Systems  Manager. 

Coatestbg  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  mitial  determinations  by 
the  mdividual  concerned  may  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual’s  knowledge  of  subject  being 
tested. 

Systems  exempted  from  certab  provlsioas  of  the  act:  NONE 
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rt3507  DPMAiDA 

SjnIcB  aaat:  Flyiiit  SUtui  Branch  File 

SyeUa  leraHen;  At  Air  Force  MiUUry  Pereonnel  Center,  Ran* 
dol^  Air  Force  Bara,  TX  78148. 

Calcgartea  el  MlrMaala  envetad  by  the  ayalcni:  Active  and  Inac¬ 
tive  Offkera  and  Airmen. 

Catc|orke  el  recerda  in  the  eyatem:  Air  Force  membera;  Rated  of- 
fkcra  removed  from  or  return^  to  flyg  atatna  in  Officers  granted 
United  Statea  Air  Force  (USAF)  aeronautical  rating  aa  a  result  of 
aeronautical  rating  boards  Nonrated  members,  officer  and  enlisted, 
who  request  action  or  CONSIDERATION  FOR  FLYING 
STATUS. 

Authority  lor  malnicnaacc  of  the  system:  Title  10,  United  Statea 
Code  ,  Section  8691. 

Rontlac  naaa  of  records  maintained  in  the  system,  inclndiag  catego- 
rfas  of  naers  and  the  pnrpoam  of  anch  asm:  Responae  to  inquiry  by 
an  individual  or  an  intermediary;  such  AS  legal  counsel  through  ju¬ 
dicial  action  or  the  Secretary  of  the  Ak  Force/Board  for  Correction 
of  Military  Records  (SAF/BCMR),  Member  of  Congress,  a  high 
ranking  official  such  as  the  Secret^  of  the  Air  Force  ,  Chief  of 
Staff,  United  States  Air  Force  ,  Air  Force  Deputy  Chief  of  Staff 
Personnel  for  Personnel  ,  Air  Force  Assistant  Deputy  Chief  of 
Staff  for  Personnel  for  Military  Personnel  ;  wherein  a  rated  officer 
is  returned  to  or  removed  from  flying  status,  the  record  is  reviewed 
within  Officer  Career  Management  Division,  Air  Force  Military 
Personnel  Center  for  assignment  determination  action.  RECORDS 
are  not  provided  to  agencies  outside  the  Ak  Force,  ’routine  use.’ 

Palldes  and  practices  fur  staring,  retrieving,  accessing,  retaining, 
and  itlspsstsg  sf  recacds  la  the  syslem: 

Storage:  Maintained  in  visible  fie  binders/cabinets. 

RetrlevabUlty:  Filed  by  Name. 

and  each  card  indkates  the  nature  of  the  action  and  includes  a 
cross  reference  showing  the  subject  file  containing  the  record  of 
correspondence.  The  card  file  is  a  ’finder’  index  used  to 
facilitate/expedite  location  of  records  pertaining  to  an  individual 
and  as  source  of  statistkal  data. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  " 

Records  are  accessed  by  person(s)  responsible  for  servking  the 
record  system  in  performance  of  thek  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retcatloa  and  dispoeal:  Retained  in  office  files  for  one  year  after 
aimual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagerfs)  and  addrem:  Assistant  Deputy  Chkf  of  Staff 
Personnel  for  Mflitsiry  Personnel,  Randolph  Ak  Force  Base,  Texas 
78148. 

NoHfIraHaa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procednrea:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestteg  record  procedures:  The  Ak  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Correspondence  generated  at  base  kvel. 
Major  Ak  Command  or  Ak  Staff  LeveL 

Systcau  exempt^  from  certafta  prorisloas  of  the  act:  NONE 
r03587  SGPA  A 

System  aame:  Applkation  for  Advanced  Aeronautkal  Rating  File 
(Senior  and  Cihkf  Flight  Surgeon) 

System  location:  The  Aerospace  Medkine  Division,  Headquarters 
US  Ak  Force  (AF/SOPA)  Washington  D.C.  20330 

Calegerim  of  IndiTidnals  covered  by  the  system:  Ak  Force  Flight 
Surgeons  applying  for  Senior/Chkf  Flight  Surgeon  Rating. 

Categorim  of  records  la  the  system:  FQes  contain  individual  appli¬ 
cation,  summary  of  contributions  to  the  Aerospace  Medkine  In¬ 
gram,  date  of  previous  ratings,  number  of  flying  hours,  and  written 
professional  examirution  (multiple  choke  type)  if  applicant  is  not  a 
graduate  of  the  Residency  in  Aerospace  M^kine. 

Authority  for  mahitcaaacc  of  the  system:  Title  10,  USC,  Sections 
8012,  133. 


Routine  asm  of  records  mahstalacd  In  the  system,  teclndlng  catena- 
rfas  of  users  and  the  parpoom  of  such  asm:  Purpose  is  to  determme 
the  individual  profemio^  quahfkation  for  award  of  Senior/C^f 
Flight  Surgeon  rating.  Category  of  user  is  the  Chiri,  Flight 
Medkine  and  Chkf,  Aerospace  Medkine  Division,  Offke  of  the 
Surgeon  GetwraL  Specifk  uses  are  traiumittal  of  applkation  data 
by  the  individnal  and  AF/SGPA  through  appropriate  command 
channels;  evaluate  and  make  appropriate  recommendatkns  con¬ 
cerning  award  of  the  advanced  ratings;  authority  for  pubUcation  of 
Aeronautical  Orders  by  appropriate  orders  issuiiig  autarky. 

PaHctes  and  praetkm  far  staring,  rririrvkg,  acccssksg,  retaining, 
and  disposing  af  racards  In  the  system: 

Storage:  Maintained  in  ffle  folders. 

Maintained  in  visible  fOe  binders/cabinets. 

Rctrlevabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  protected  by  guards. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retcatloa  and  disposal:  Retained  in  office  ffles  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager's)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Ak  Force. 

Ncrtificatioa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requked  information  is  full  name,  rank.  Social  Security  Ac¬ 
count  Number  (SSAN).  Requester  may  visit  Aerospace  Medkine 
Division.  Offke  of  the  Surgeon  General,  Heaquarters  US  Ak 
Force,  Washington,  DC  20330  Proof  of  identity  is  by  military  ID 
card  and  personal  recognition  due  to  smaU  number  of  officers  in¬ 
volved. 

Record  aceem  procedarm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatesthag  record  procedarm:  The  Ak  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorim:  Information  obtained  from  medkal  in¬ 
stitutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Ak  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03507  OUenrVA 

System  name:  03S07  OIACYVA  Flying  Status  Actions 

System  tocatka:  Ak  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categorim  of  iadividaals  covered  by  the  system:  Ak  Force 
Reserve  and  Ak  National  Guard  personnel. 

Categorim  of  records  te  the  system:  correspondence  and  related 
documents  pertaining  to  request  for  suspension,  nonrated  offker 
utilization,  aeronautkal  rating  data  documents  that  pertain  to 
aeronautical  ratings  or  suspensions  and  request  for  update  of  the 
uniform  offker  record  and  appUcations  for  other  flying 
status/actions. 

Authority  for  malatenaace  of  the  system:  10  USC  275. 

Rontlae  asm  of  records  maintalacd  k  the  system,  including  catego¬ 
rim  of  users  and  the  pnrposm  of  such  asm:  to  maintain  tracking  of 
each  action  taken  until  computer  action  is  complete,  reservist  is  in¬ 
formed  and  fik  copy  is  in  master  personnel  record. 

Polkks  and  praetkm  for  storing,  rctrievlag,  acceming,  retaining, 
aad  disposhig  of  records  la  system: 

Storage:  Maintained  in  fik  folders. 

Retrievabi^:  Ffled  by  Name,  Social  Security  Number  (SSN)  or 
other  identifkation  number  or  system  identifkr. 

Safegaards:  Records  are  accessed  by  person(s)  responsibk  for 
servking  the  record  system  in  performance  of  thek  offkial  dutks. 
Records  are  protected  by  guards.  Records  are  accessed  by  custodi¬ 
an  of  the  record  system. 

Retcatloa  and  dkposal:  Retained  in  ofHce  fOes  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 
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Sjnita  aaMtiHt)  aa4  addnn:  Commaiidcr  Ak  Reierve  Person- 
nel  Center  (ARPC),  7300  East  First  Avenue.  Denver,  CO  80280. 

NedAcatiM  praccdure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver.  CO  80280.  Written  re<mesU  for  in¬ 
formation  should  contain  full  name.  SSN.  current  mailing  addicsa 
and.  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room.  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue.  Denver.  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  ^m  the  Documentation  Management  Officer. 
ARPC/DADP.  7300  East  First  Avenue.  Denver.  CO  80280; 
telephone  (303)  394-4067. 

Contesting  record  proccdarcs:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  information  from  source  documents 
prepared  on  behalf  of  the  Air  Force  advanced  personnel  data 
system  or  supplied  by  reservist 

Systems  esempted  from  ecrtaln  provislens  of  the  act:  NONE 
PO3S07  OJ  DP  A 

Syetem  name:  flying  evaluation  board(feb)  file 

System  locstisn;  Headquarters  air  training  command(atc)  Deputy 
Chief  of  Stff  for  personneRdcs/p)  Randolph  afb,  tx  78148 

Categories  el  Mdhriduals  eovered  by  the  system:  Ate  active  duty 
Officers  who  meet  a  feb 

Categorka  af  records  In  the  system:  Individual  records  containing 
feb  related  documentation 

Authority  lor  maintenance  el  the  system:  44  USC  3101 

Rentine  uses  el  records  maintnfcaed  In  the  system,  Includfaig  categn- 
iko  el  users  and  the  purposes  of  such  uses:  Dcs/p  uses  files  for  ap¬ 
proval/disapproval  or  recommendation 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  syeta: 

Storage:  Maintained  in  file  folders. 

RetricTablllty:  Filed  by  Name. 

Sali^ards:  Records  are  accessed  by  person(s)  responsible  for 
aervicing  the  record  system  in  performance  of  their  official  duties. 

Stxed  in  locked  building 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managers)  and  addrem:  Dcs/p  ATC  Randolph  Air  Force 
Base  TX  78148 

NotRIcatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels  and  auditors. 

Systems  exempted  ftom  certain  provisions  of  the  act:  NONE 
F03S08  DPMAJAA 

System  name:  Officer  Promotion  and  Appointment 

System  lecation:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148.  At  headquarters  of  the  major 
commands  and  separate  operating  agencies.  Official  mailing  ad¬ 
dresses  are  in  the  Apartment  of  Defense  directory  in  the  appendix 
to  the  Air  Force’s  systems  notice. 

Categories  of  indhidnals  covered  by  the  system:  Air  Force  active 
duty  officer  personneL  Officers  selected  for  temporary  or  per¬ 
manent  promotion  or  appointment;  officers  projected  as  eligible  for 
promotion  or  appointment  consideration;  civilian  applicants  for 
direct  appointment  in  the  Regular  Air  Force  or  Air  Force  Reserve. 


Catignrtm  af  tuenrds  la  the  system:  This  system  of  records  n 
comprised  of  the  following  categories  of  information  or 
subsystems:  L  Officer  Selection  Brief  FOe.  This  file  contains  infor¬ 
mation  extracted  from  the  mechan-  ized  USAF  Master  Personnel 
File  to  include  bask  personnel,  flying,  and  education  data  for  each 
offker  to  be  considered  for  promotion  or  Regular  Air  Force  ap¬ 
pointment  by  a  selection  board.  The  preselection  brkf  is  provided 
to  each  eUgftle  officer  in  advance  of  presenta-  tion  to  the  selection 
board.  An  updated  selection  brkf  is  produced  about  30  days  prior 
to  board  convening  for  actual  board  use.  Copks  of  preselection 
briefs  and  selection  brkfs  are  retained  on  mkrofOm.  AdditknaOy,  a 
record  copy  of  documentation  accepted  for  manual  posting  of  up¬ 
dates/corrections  to  the  offker  selection  brkf  processed  for  board 
consider-  ation  is  retained.  2.  Offker  Promotions  and  Appointments 
Administrative  FOes.  At  the  Air  Force  Military  Personnel  Center 
(AFMPC).  this  fik  includes  copks  of  staff  advisories  provided  to 
Secretary  of  the  Air  Force  Board  for  Correction  of  Military 
Records  containing  promotion  and  appointment  related  information 
in  response  to  spectfk  points  in  an  appli-  cation.  At  AFMPC.  this 
file  includes  background  information  and  proposed  responses  to 
Congressional  and  high-level  inquirks  in  the  offker  promotions  and 
appointments  area,  lliis  file  further  includes,  at  all  levels,  informa¬ 
tion  and  background  relative  to  any  proprkty  of  promotion  or  ap¬ 
pointment  action  (not  qualifkd  recommendation,  withholding  ac¬ 
tion,  delaying  action,  etc.)  processed.  This  file  further  includes 
listings  of  offkers  eligible  for  pro-  motion  or  appointment  con¬ 
sideration.  3.  Regular  Officer  History  Card  File.  This  file  contains  a 
history  card  on  each  active  duty  Regular  Air  Force  Offker  and 
contains  Name,  Social  Security  Account  Number  (SSAN)  Promo¬ 
tion  List  Scrvke  Date  (K)  United  States  Code  (USC)  8287),  Ad¬ 
justed  Promotion  List  Servke  Date  (PLSD)  (K)  USC  8303  or  any 
other  provision  if  applicable).  Source  of  Commission,  Date  of 
Regular  Air  Force  Acceptance,  Date  of  Birth,  Promotion  Category 
(Line,  Medical  Corps,  etc.)  (K)  USC  82%).  Base  Retirement  Date 
(K)  use  8927),  permanent  grade  history,  temporary  grade  history  to 
include  dates  of  rank,  effective  dates  and  special  orders  announcing 
the  promotion.  Total  Active  Federal  Commissioned  Servke  Date, 
date  offker  was  placed  on  or  recaOed  from  the  Temporary  Disabili¬ 
ty  Retired  List  (if  appheabk).  Regular  Air  Force  Lineal  Position 
Number,  Presidential  Nomination  Date,  Total  Active  Federal  Ser- 
vkc  as  of  date  of  Presidential  nomination,  any  commissioned  ser¬ 
vke  held  prior  to  Regular  Air  Force  appointment  (if  applkabk), 
former  servke  numbers  if  member  of  other  than  the  Av  Force, 
PubUc  Law  under  whkh  offker  was  appointed  in  the  Air  Force, 
Remarks  (Secretary  of  the  Air  Force  Board  for  the  Correction  of 
Military  Records  correction  to  records,  any  adjustments  to  offker’s 
record  and  reasons  therefor).  4.  Air  Force  Con-  firmed  Nomination 
Lists.  This  fOe  includes  all  Senate  confirmed  nomination  lists  for 
offker  appointments  and  promotions  through  the  grade  of  colonel. 
This  fOe  contains  the  only  existing  offkial  signed  document  reflect¬ 
ing  Senate  confirmation.  S.  Regular  Air  Force  Offker  Promotion 
LuL  The  Regular  Offker  Promotion  List  (Lineal  List)  is  a  com¬ 
puter-generated  product  maintained  at  AFMPC  displaying  the 
names  of  all  Regular  Air  Force  offkers  in  lineal  order  (descending) 
by  promotion  category  by  permanent  grade.  6.  Temporary  Promo¬ 
tion  Sequence  Ffle.  This  fik  includes  a  listing  and  work  cards  for 
any  offker  selected  for  temporary  promotion,  sequenced  by 
seniority  in  grade  (rank).  7.  Reserve  Promotion  Administrative  Fik. 
This  file  contains  machine  listings  and  names  of  offkers  meeting 
eligibility  criteria  for  Reserve  (permanent)  promotion  by  promotion 
category,  hstings  of  names  indkating  overdue  directed  Cifficer  Ef¬ 
fectiveness  Reports  (OERs)  and  first-time  deferred  officers  and 
digest  fiks  as  applkabk,  board  recorders  roster,  board  proceedings 
listed  by  name  and  SSAN,  seketed/not  selected  and  published  list 
of  those  seketed/not  selected  for  permanent  (Reserve)  promotion. 
8.  Regi^  Air  Force  Appointment  Management  FOe.  This  fik  in¬ 
cludes  individual  locator  cards  reflecting  a  Regular  offker  seke- 
tee’s  progress  from  seketion  by  a  board  of  offkers  to  either  ac¬ 
ceptance  or  declination;  Regular  Ahr  Force  declination  statements; 
Regular  Appointment  Board  work  rosters.  9.  Reserve  of  the  Air 
Force  (USAFR/ANOUS)  Appoint-  ment  Management-FOe.  This  fik 
contains  information  concerning  civOian  and  military  person-  nel 
applying  for  or  requesting  appointment  to  commissioned  offker 
grades  in  the  Reserve  of  the  Air  Force  (USAFR/ANGUS)  as  fol¬ 
lows:  (a)  Individuals  applying  for  appointment  in  the  ANGUS  com¬ 
ponent,  (b)  Resigned  Regular  Air  Force  offkers  applying  within 
one  year  ^m  date  of  separation,  (c)  Individuals  applying  for  ap¬ 
pointment  and  active  duty  as  Chapliuns  or  Judge  Advocates,  (d) 
Reappointment  of  Reserve  offkers  upon  removal  from  the  Tempo¬ 
rary  Disability  Retired  List  after  being  found  fit  for  duty,  (e)  Ap- 
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pointmcnt  or  reappointment  of  bdividuala  for  assignment  to  the 
Retired  Reserve  (further  limtted  to  individuals  serving  on  active 
duty  with  USAF).  and  (0  Reserve  officers  of  other  services  on  ac> 
tive  duty  applying  for  inter-  service  transfer.  This  file  includes  in¬ 
dividual  case  cards  reflecting  a  person’s  progress  from  offer  of  ap¬ 
pointment  to  either  acceptance  or  declination,  a  Resigned  Regultf 
Officer  Work  File,  an  Appointment  Logbook,  and  a  ffle  relating  to 
precedent,  unusual,  or  unique  cases. 

Anthorlly  for  mahstcnancc  el  the  syslam:  Title  44  USC,  Public 
Printing  and  Documents,  Chapter  31,  Records  Management  by 
Federal  Agencies,  section  3KH.  Title  K),  United  States  Code,  Armed 
Forces,  Chapters  33  and  837,  Appointments  as  Reserve  Officers. 
Title  K),  United  States  Code,  Armed  Forces,  Chapter  833,  Appoint¬ 
ments  in  the  Regular  Air  Force,  section  828L  Title  H),  United  States 
Code,  Armed  Forces,  Chapter  839,  Temporary  Appointments,  sec¬ 
tion  8442.  Title  37,  United  States  Code,  Chapter  3,  Bask  Pay  and 
Allowances  of  the  Uniformed  Servkes.  Titk  K),  United  States 
Code,  Armed  Forces,  Chapter  79,  Correction  of  Military  Recort^s. 
Thk  K),  United  States  Code,  Armed  Forces,  Chapter  833,  Appoint¬ 
ments  in  the  Regular  Air  Force,  sections  8296  and  8297. 

Renttoc  naca  •!  records  maintained  la  the  system,  including  catego- 
rlca  of  aaera  and  the  pnrpoocs  of  snch  uses:  The  Air  Force  operates 
basically  a  central  selection  process  for  temporary  promotion,  of 
officers  to  grades  03  -  06,  permanent  promotion  of  Regular  offkers 
to  grades  03  -  06  and  all  Regular  Air  Force  appointments.  As  part 
of  the  temporary  promotion  program,  major  commanders  are 
tasked  to  conduct  secondary  zone  screening  boards  to  nominate  a 
given  number  of  officers  from  their  command  for  central  considera¬ 
tion.  Selection  briefs  are  retained  as  a  historkal  record  of  data 
presented  to  an  officer  selection  board  and,  as  such  arc  used  to 
validate  compkteness,  accuracy,  or  omission  of  data  revkwed  by 
boards.  Administrative  fOes  are  used  for  research,  precedence,  and 
reference  purposes.  Promotion/appointment  propriety  files  are  used 
to  monitor  completeness,  kgahty,  and  processing  timeliness  of  the 
actions.  Genera^,  this  records  system  contains  necessary  informa¬ 
tion  necessary  to  manage  a  diverse  promotion  and  appointment  pro¬ 
gram  in  a  centralized  environment.  Board  results  to  include  names 
^  selectees  and  statistkal  analysis  of  those  results  are  made  a 
matter  of  pubBc  record  after  appropriate  approval  of  board 
proceedings.  Results  of  the  board  are  updated  to  the  individual  sub¬ 
ject  record  in  the  Advanced  Personnel  Data  System  (APDS)  after 
pobbe  rekase  of  the  board  proceedings.  A  computer  tape  used  to 
produce  the  officer  selection  brkfs  is  provided  to  a  commercial 
contract  source  (ZYTRON)  for  production  of  duplicate  copks  of 
these  selection  brkfs  on  mkrofkhe  by  the  computer-on-to- 
mkrofkhe  (COM)  process.  The  names  and  social  securty  account 
number  (SSAN)  of  offkers  selected  by  central  selection  board  for 
permanent  promotion,  temporary  promotion  to  grades  above  cap¬ 
tain,  and  Regular  Air  Force  Appointment  as  weO  as  crfficers  to 
receive  appointments  in  the  Air  Force  requiring  confirmation  of 
such  appointments  by  the  Senate  of  the  United  States,  are  provided 
to  the  Offke  of  the  President  of  the  United  States  for  nomination 
and  to  the  United  States  Senate  for  confirmation.  This 'information 
wiD  be  pubikhed  in  the  Congressional  Record. 

PeUclaa  and  practices  far  staring,  retrieving,  accessing,  retaining, 
and  dkpestng  al  records  in  the  systew 

Storage:  Maintained  in  visibk  fik  binders^binets.  Maintained  m 
card  fiks.  Maintained  on  computer  paper  printouts.  Maintained  on 
tnkrofiche. 

■etrkvabUlly:  Filed  by  Name.  FQed  by  Social  Security  Account 
Number  (SSAN).  FQed  by  other  identification  number  or  system 
identifier.  The  primary  in^vklual  record  identifier  is  name.  Some 
files  have  other  major  sort  sequences,  such  as,  board  of  considera- 
thw,  zone  of  consideration  (primary  or  secondary  zone),  and 
promotion  category. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsibk  for  servking 
tte  record  system  in  performance  of  their  official  dutks.  Records 
arc  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  fOe 
containers/cabinets.  Records  are  stored  in  locked  cabinets  or 
rooms.  Records  are  protected  by  guards.  Records  arc  controlled  by 
personnel  screening. 

Brtrntkn  and  dkpeaal:  Retained  in  offke  fOes  untO  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroy^  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 

burning. 


System  maaagcr(s)  and  addrem:  Assistant  Deputy  Chkf  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notifkatfon  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedarea:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coateatisig  record  proccdores:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aoorce  categories:  All  data  contained  on  the  Offker  Seke- 
tion  and  Preseketion  Brkfs  and  various  seketion  board  computer 
products  is  directly  extracted  from  the  Headquarters  Air  Force 
Master  Person-  nel  FOe.  Seketion  brkf  documentation  backup  fiks 
in  the  form  of  offkial  correspondence,  ktters,  or  messages, 
properly  authentkated  by  an  appropriate  perionnel  offkial,  is 
gener-  ated,  normaDy  at  the  offker ’s  request  from  the  servking 
Consolidated  Base  Personnel  Offke  (CBPO).  Information  is  ob¬ 
tained  from  HQ  USAF  and  major  command  offker  seketion  fol¬ 
ders  from  Special  Orders,  oath  of  offke  signed  by  data  subject, 
memorandumi  from  the  Secretary  of  the  Air  Force  Board  for  Cor¬ 
rection  of  Military  Records,  selection  board  reports.  Data  is  ob¬ 
tained  from  appointment  applkations  from  data  subject  and  from 
the  Master  Record  Group  of  the  applkable  Servke  Department  as 
concerns  data  subject. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F03508  DPMAJBA 
System  name:  Recorder’s  Roster 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  Washington  National  Records  Center,  Washington  DC  20409. 

Categories  of  Individnals  covered  by  the  system:  Records  are  main¬ 
tained  on  an  Air  Force  offkers  and  E-7’s  and  E-8’t  who  are  eligibk 
for  promotion  consideration  and  officers  considered  for  Regular  Air 
Force  appointment  and  Reserve  Offkers  considered  for  involuntary 
separation,  and  any  other  special  board  directed  by  the  Secretary 
of  the  Air  Force  or  the  Chkf  of  Staff. 

Categories  of  records  to  the  system:  Alpha  sequence  listing  con¬ 
taining  record  number,  name.  Social  Security  Account  Number, 
date  of  roster,  and  program  control  number.  Current  grade,  promo¬ 
tion  category,  seket/non-seket,  effective  date  listing  prepared, 
FOR  OFFICIAL  USE  ONLY  statement,  major  command  computer 
inquiry  number,  name  and  year  of  board  and  page  number. 

Authority  for  matotenaacc  of  the  system:  The  records  are  main¬ 
tained  to  support  seketion  boards  convened  under  the  authority  of 
Sections  8297,  8283,  8442,  Thk  10  United  States  Code. 

Routine  uses  of  records  matotatoed  to  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
to  determine  whether  individuals  were  considered  by  the  convening 
board. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retatotog, 
and  disposing  of  records  to  the  system: 

Storage:  Maintained  in  visibk  fOe  binders/cabinets. 

Retrievablllty:  Records  are  accessed  by  identification  of  board  of 
consideration  and  then  alphabetkally  by  last  name  of  subject  by 
promotion  category. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  ckared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  The  records  are  retained  in  the  Seketion 
Board  Secretariat  for  four  cakndar  years  and  then  retired  to  the 
National  Archives,  Washington,  D.C. 

System  manager(s)  and  addrem:  Assistant  Deputy  Chkf  of  Staff, 
Personnel  for  MQitory  Personnel,  Randolph  Air  Force  Base,  Texas 
78148 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

.  Request  must  include  name,  grade.  Social  Security  Account 
Number,  board  identification,  promotion  category,  and  zone  of 
consideration  as  appikabk. 
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PRIVACY  ACT  ISSUANCES 


CoatMtiag  record  proccdorce:  The  Air  Force's  rule*  for  access  to 
records  and  for  conustiag  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  The  information  in  these  records  is  ex* 
traded  from  the  Selection  Board  Support  File,  and  from  data  com¬ 
piled  from  individual  board  member  inputs. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F0350S  DPMAW  M 

System  name:  Historical  Airman  Promotion  Master  Test  File  (MTF) 

System  locatloa:  At  Air  Force  Military  Personnel  Center.  Ran¬ 
dolph  Air  Force  Bate,  TX  78148. 

Categories  of  ladivldoab  covered  by  the  system:  Active  duty  air¬ 
men  in  grades  E-4  through  E-7.  Air  Force  Reserve  and  Air  National 
Guard  airmen  in  grade  E-7. 

Categories  of  records  In  the  system:  Contains  historical  Specialty' 
Knowledge  Test  (SKT),  Promotion  Fitness  Examination  (PFE)  and 
United  States  Air  Force  Supervisory  Examination  (USAFSE)  data 
which  is  no  longer  maintained  within  the  personnel  data  systems. 
Includes  member  identification,  test  identification,  date  tested, 
score  and  item  responses. 

Anthority  for  mahstcnance  of  the  system:  Title  10,  United  States 
Code  (USC),  Section  8012;  and  Title  44  USC.  Section  3101. 

Rootiae  nses  of  records  maintained  in  the  system,  inclndiag  catego¬ 
ries  of  nsers  and  the  pnrposes  of  sack  nses:  Used  by  Air  Force  Mili¬ 
tary  Personnel  Center/Airman  Promotion  Division 
(AFMPC/DPMAW)  to  research  and/or  correct  promotion  status  for 
previous  cycles.  Data  used  to  resolve  inquiries,  provide  supplemen¬ 
tal  consideration,  prepare  Air  Staff  advisories  to  the  Air  Force 
Board  for  Correction  of  Military  Records,  and  manage  the  Airman 
Promotion  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Mainuined  in  visible  file  binders/cabinets. 

Maintained  on  microfiche. 

Retricvability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  stored  in  vaults. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  and  disposal:  Maintainetf  for  10  years  computed  from 
the  date  of  the  original  selection  process,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating  or  burning. 

System  managerfs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption  , 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F03508  OIACYVA 

System  name:  03508  OIACYVA  Officer  promotions. 

System  location:  At  Air  Reserve  Personnel  Center  (ARPC),  7300 
East  First  Avenue.  Denver,  Colorado  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel.  Air  Force  Reserve  personnel.  Air  National 
Guard  personnel. 

Categories  of  records  in  the  system:  Proceedings,  findings  and  re¬ 
lated  documents  such  as  rosters,  board  membership  and  board  sup¬ 
port  and  orders  announcing  promotion. 

Authority  for  maintenance  of  the  system:  Title  10  United  States 
Code  8362,  8366,  8367,  8371.  Commissioned  Officer  selection  board 
procedures. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Used  by  promotion  divi¬ 
sion  personnel  in  preparation  for  promotion  boards  and  by  the  ac¬ 
tual  promotion  board  when  convened. 

Policies  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposlag  of  records  tai  the  system: 

Storage:  Maintained  in  file  folders,  note  books/binders. 

Retrievabilky:  Filed  by  Name,  Social  Security  Number  (SSN), 
other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system,  person(s)  responsible  for  servicing  the  record  system  in 
performance  of  their  official  duties,  and  by  authorized  personnel 
who  are  properly  screened  and  cleared  for  need-to-know.  Records 
are  stored  in  locked  cabinets  or  rooms,  are  protected  by  guards,  or 
are  controlled  by  personnel  screening. 

Retentioa  and  dbposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  retired  to  Washington  National  Records 
Center,  Washington  DC  20409,  for  permanent  retention. 

System  managerfs)  and  address:  Commander,  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  Colorado 
80280. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  Colorado  80280.  Written  requests 
for  information  should  contain  full  name,  SSN,  cunent  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  work  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  identifica¬ 
tion. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC7300  East  First  Avenue,  Denver,  Colorado  80280;  telephone 
(303)  394-4667. 

Contestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  eertain  provisions  of  the  set:  NONE 
F03508  OIACYVB 

System  name:  03508  OIACYVB  Air  Force  Reserve  Airman  Demo¬ 
tions 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  Individnals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  in  the  system:  documents  and  rosters  relat¬ 
ing  to  a  weighted  airman  selection  system  and  case  files  for  reserve 
Airmen  who  were  demoted. 

Anthority  for  maintenance  of  the  system:  10  USC  275  personnel 
records. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  pnrposes  of  such  nses:  Monitor  and  process 
promotion  actions  by  office  personnel,  and  for  research  of  related 
documents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders/  note  books/binders. 

Retrievability:  Ffled  by  Name,  Social  Security  Number  (SSN)  or 
by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  person(s)  responsible  for  servicing  the  record  system  in 
performance  of  their  official  duties  who  are  properly  screened  and 
cleared  for  need-to-know.  Records  are  stored  in  locked  cabinets  or 
rooms,  protected  by  guards  and  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 
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Systca  ■aBagcr(t)  aad  addrcaa:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue.  Denver.  CO  80280. 

NattfkatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer.  ARPC/DADP. 
7300  East  First  Avenue.  Denver.  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name.  SSN.  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver.  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide’  a 
current  Reserve  identification  card  and/or  driving  Ucense  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Coatestiug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  master  personnel  records  and 
computer  products,  automated  system  interfaces  and  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systeais  csempted  from  certalu  provisions  of  the  act:  NONE 
Fe3508DPMAW 

System  name:  Airman  Promotion  Historical  Records 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base.  TX  78148. 

Categories  of  Individuals  covered  by  the  system:  Active  duty  air¬ 
men  in  grades  E-4  through  E-8  at  time  of  promotion  consideration. 

Categories  of  records  la  the  system:  Microfiche  files  reflecting  in¬ 
dividual  historical  promotion  data  (up  to  1,200  characters)  for  a 
specific  cycle  which  is  no  longer  maintained  within  the  automated 
personnel  data  system.  Contains  member  identification,  promotion 
eligibiUty  status,  select/nonselect  status,  and  critical  personnel  data. 
Microfiche  files  for  members  in  grades  E-4  through  E-6  contain 
relative  standing  and  weighted  factor  scores.  For  members  in 
grades  E-7  and  E-8,  board  scores  and  relative  standing  are  not  in¬ 
cluded.  Contains  worksheets  used  to  manually  compute  individual 
promotion  status  (select/nonseiect)  for  the  Weighted  Airman 
Promotion  System  for  those  members  not  considered  during  the 
computerized  selection  process;  master  listings  for  each  specified 
promotion  cycle  reflecting  all  members  in  the  applicable  grade  and 
their  specific  status:  select,  nonselect,  nonweighable,  or  ineligible; 
and  listing  of  promotion  sequence  numbers  assigned  to  all  selectees 
for  a  specific  cycle. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code  (USC)  8012;  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Used  by  Air  Force  Mili¬ 
tary  Personnel  Center/Airman  Promotion  Division 
(AFMPC/DPMAW)  as  the  master  record  of  promotion  status  for  a 
specified  cycle.  Used  to  respond  to  inquiries  (including  congres¬ 
sional  inquiries),  for  Air  Staff  advisories  to  the  Air  Force  Board  for 
Correction  of  Military  Records,  to  manage  the  Airman  Promotion 
Program,  to  recreate  promotion  status,  and  to  provide  statistical 
data  for  official  use.  Used  to  provide  supplemental  promotion  con¬ 
sideration  and  to  research  and/or  correct  promotion  status  for  a 
previous  cycle.  Data  may  be  provided  to  Department  of  Defense 
components  and  are  routinely  provided  to  Air  Staff  agencies.  Major 
Air  Commands  and  consolidated  base  personnel  offices  (CBPO)  for 
official  use. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets.  Maintained 
on  computer  paper  printouts.  Maintained  on  microfiche. 

Retrlevability:  Filed  by  Name.  Filed  by  Social  Security  Account 
Number  (SSAN).  Accessed  manually  by  cycle. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  m  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  secured  building. 


Retention  and  dteposal:  Maintained  for  10  years,  computed  from 
the  date  of  the  original  selection  process.  Manual  computation 
worksheets  are  maintained  for  one  year  and  then  select/nonselect 
data  are  listed  on  a  roster  which  is  maintained  for  an  additional 
nine  years.  After  the  specified  retention  period,  the  records  are 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  mauager/s)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  TX 
78148. 

NoUHcation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  The  request  should  specify  the 
•applicable  promotion  cycle(s). 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Data  purged  from  the  active  interim 
eligible  file  (promotion  file)  which  is  a  subsystem  of  the  advanced 
personnel  data  system. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
■  F03509  OlACYVA 

System  name:  03509  OlACYVA  Requests  for  Discharge  From  the 
Air  Force  Reserve.  ' 

System  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver.  CO  80280. 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  In  the  system:  Applications  and  other  docu¬ 
ments  related  to  discharge  or  separation  by  reason  of  dependency 
or  hardship  or  for  the  convenience  of  the  government. 

Authority  for  maintenance  of  the  system:  10  USC  1074  Personnel 
Records. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  'To  maintain  tracking  of 
each  action  taken  untd  computer  action  is  complete,  reservist  is  in¬ 
formed  and  file  copy  is  in  Master  Personnel  Record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  protected  by  guards  and  stored  in  locked  cabinets  or 
rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC).  7300  East  First  Avenue,  Denver,  CO  80280. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name.  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue.  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  access  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP.  7300  East  First  Avenue,  Denver.  CO  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  source  documents 
prepared  on  behalf  of  the  advanced  personnel  datassystem  or  sup¬ 
plied  by  reservist. 
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PRIVACY  ACT  ISSUANCES 


Systeaa  cxMap(c4  fraa  ccrUhi  prevUMS  af  the  act:  NONE 
FUS09  NACYVB 

Sysira  aaaic:  03M)9  OIACYVB  Adninittnitive  Discharge  for  Cause 
on  Reserve  Personnel 

Systesi  lacarioa:  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue.  Denver,  CO  80280. 

Calegartes  af  Mivlduais  cavered  by  the  system:  Air  Force 
Reserve  personnel. 

CalegaHes  al  rccards  la  the  system:  Board  proceedings,  board 
waive:,  iccontracndations,  and  other  records  which  result  'in 
discharge. 

Amaority  far  maialraaarc  of  the  system:  10  USC  1162. 

Routine  nser  af  records  asaiatatacd  in  the  system,  inclnding  catega 
rlss  af  nsers  sad  the  purposes  of  such  uses:  To  effect  the  administra¬ 
tive  separation  of  offKer  members  of  the  United  States  Air  Force 
Reserve  (USAFR)  from  their  appointment  as  reserve  Officers  and 
to  effect  the  administrative  separation  of  enlisted  members  of  the 
USAFR.  From  their  enlistment  as, reserve  members. 

PaUclcs  and  practices  lor  storing,  retrieving,  acccssiag,  rctaiaiag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintaioed  in  file  folders. 

RctricvablUty:  Filed  by  Name.  Filed  by  Social  Security  Number 
(SSN)  or  by  other  identification  number  or  system  identifier. 

Safegaards:  Records  are  accessed  by  persoo(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  safes. 

Retention  and  dispaoal:  Retained  in  office  files  untfl  discharged 
then  forwarded  for  inclnsion  in  the  Individual’s  military  personnel 
record  in  the  National  Personnel  Record  Center  9700  Page  Blvd  St 
Louis,  140  63132  for  permanent  storage. 

System  managerfs)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

NodHcation  pracodnre:  Requests  from  individuala  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  DenvCT,  CO  80280.  Writtai  requests  for  in- 
formation  should  contain  fuQ  name,  SSN,  current  makmg  address 
and,  if  known, '  the  case  (control)  number  on  cotrcspondencc 
received  from  ARPC.  Reco^s  may  be  reviewed  in  the  Records 
Review  Room.  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Recard  access  preecdures:  Individuals  can  obtain  aMistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP.  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

CentesHng  record  preecdures:  The  Air  Force’s  roles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Recard  seurce  categories:  Information  obtained  from  medical  in¬ 
stitutions,  police  and  investigating  officers  and  from  whensses. 

Systems  exempted  from  certain  prevWons  ef  the  net:  NONE 
P93S09  OJMPLSA 

System  name:  Dbcharge  and  separation  records. 

System  Uentlea:  At  consolidated  base  personnel  offices  only.  Of¬ 
ficial  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  Air  Force’s  systems  notice. 

At  Air  Force  installations  only.  Official  maihng  addresses  are  in 
the  Department  ot  Defense  dirwtory  m  the  appendix  to  the  Air 
Force’s  systems  notice. 

Special  actions  unit  3700  Personnel  Processing  Group  Lackland 
Air  Foroe  Base  TX  78236. 

Categories  ef  Mdividaals  covered  by  the  system:  Air  Force  active 
duty  enlisted  personnel. 

being  processed  for  dbcharge 

Categories  of  records  In  the  system:  Letters  checklbt  forms  relat¬ 
ing  to  dbcharge  cause  and  cat^or  y  of  dbcharge. 

Authority  lor  maintenance  af  the  system:  44  USC  3101 

Rontkoe  naes  af  records  maintalacd  In  the  system,  InchidMg  catego- 
Hm  of  noers  and  the  porpooes  of  snch  naes:  Identify  categorize  and 
recommend  to  dbcharge  authority  dbehar  ge  and  category  of 


dbcharge  notify  parents  of  Airmen  under  21  of  pending  discharge 
and  consummate  discharge. 

Policies  and  practices  for  storing,  retrievfag,  accessing,  retaiaiag, 
and  dbpssing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevahlllty:  Filed  by  Name. 

National  Personnel  Records  Center  St  Loub  MO 

Safeguards:  Records  are  accessed  by  enstodba  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
-record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  nced-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  dbposal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  mto  pieces, 
shredding,  pulping,  macerating,  or  burning. 

Retained  in  office  files  until  dbcharge,  separation,  or  reassign¬ 
ment  of  the  individual,  then  returned  to  servicing  consolidated  base 
personnel  office  for  dbposition. 

Retained  in  office  ffles  for  six  months  after  the  individual  ter¬ 
minates  military  service,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulpmg,  macerating,  or  burning. 

Files  maintained  at  different  locations  have  different  re  tention 
periods. 

System  managcr(s)  and  addrem:  Commander  3700  Personnel 
Processing  Group  ((PPG),  Lackland  AFB,  TX.. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  roles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  calegerfcs:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  pobcc  and  investigatiag  officers. 

InfcHtnation  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Ab  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  previsions  el  the  act:  NONE 
r03509A0SSGBPA 
System  SMUsm:  Adminbtrative  Discharge  File 

System  location:  HQ  Strategic  Air  Command  (DPAAB)  Offutt  Air 
Force  Base  NE  681 13  Chief  Quality  Control  Branch 

Categories  el  individnab  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

Officers  in  SAC  who  had  AFR  separation  action  initiated  against 
them  and  all  airmen  assigned  to  Offutt  Ab  Force  Base  that  require 
the  approval  of  the  GCM  authority. 

Categories  of  records  in  tiw  system:  Adminbtrative  Separation 
Case  FOes. 

Aathority  for  maintenance  of  the  system:  Title  44  US  Code  section 
3101 

Routine  uses  el  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  ef  such  uses:  Users  commanders  and 
staff  exercising  decuion  authority  provided  in  processing  and  deter¬ 
mination  of  administration  dbeha^  cases  and  HQ  SAC/DPAAB 
personnel  uses  for  adminbtration  d^harge  processing. 

PoHdes  and  practices  for  storing,  retrievMg,  accessiag,  retaiaiag, 
and  dbpeslng  of  records  fas  the  system: 

Storage:  Maintained  in  file  folders. 

Locked  cabinets 

Retrisvablllty:  Filed  by  Name. 

Type  of  action 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  th  b  official  duties. 
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Records  are  accessed  by  authorized  personnel  who  are  properiy 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  dlspaaal:  Retained  in  office  fQet  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Chief  quality  control  branch, 
DCS/Personnel,  HQ  SAC/DP AAB  Offutt  Air  Force  Base  NE  68113 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Name  and  SSAN  visiting  personnel  show  proof  of  ID  such  as 
military  ID  card. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

HQ  SAC/DPAAB  phone  294-5589. 

Contesting  record  proc^arcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individnal  concerned  may  be  obtained  from  the  Systems 

Manager. 

Rsesrd  sonres  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
au<Btors,  and  so  forth. 

SyatsM  exempted  from  certaM  provWaas  of  the  act:  NONE 
FtMOXX  DPCD  A 

System  name;  CivBian  Personnel  Management  Information  System 
(CPMIS) 

System  lacatlsn:  At  civilian  civilian  personnel  offices  only.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  dkectory 
in  the  appendix  to  the  Air  Force’s  systems  notice. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
Directory,  Air  Force  Appendix 

Catsgsriss  of  Indhridnals  eovsrsd  by  the  system:  Prospective, 
pending,  current  and  former  Air  Force  civilian  employees  separated 
after  CPMIS  was  implemented,  except  Air  National  Guard  Techni¬ 
cians  and  nonappropriated  fund  employees-  current  and  former 
civilian  employees  from  other  Governmental  agencies  that  are  ser¬ 
viced  at  Cent^  Civilian  Personnel  Offices  may  be  included  at  the 
option  of  the  servicing  Central  Civilian  Personnel  Office-Note:  the 
date  that  CPMIS  was  implemented  varies  by  installation;  therefore, 
the  precise  date  that  separated  employee  history  data  began  to  ac¬ 
cumulate  will  vary  correspondingly 

CaSsgsrIm  at  rseards  M  the  syidM:  Employment  information  in- 
chidinil  authorization  for  the  position,  personnel  data,  suspense  in- 
formanon;  position  control  information;  projected  information  and 
historical  information 

Aatharily  lor  malnlenaacc  af  the  syalcm:  5  US  Code  301  and'44 
US  Code  3301 

Rantina  asm  al  racards  maintained  in  the  system,  laclading  catego- 
rim  al  aacra  and  the  nnrpoam  al  anch  aacs:  To  provide  system  sup¬ 
port  to  Air  Force  officials  at  all  levels  in  that  part  of  the  Civfl  S^- 
vice  Commission  required  personnel  management  and  records  keep¬ 
ing  system  that  pertains  to  evaluation,  authorization  and  position 
control,  position  management,  staffing,  skills  inventory,  career 
management,  training,  retirement,  employee  services,  ri^ts  and 
benmU  and  the  suspensing  and  processing  of  personnel  actions;  to 
provide  for  transmission  of  such  records  between  employing  activi- 
tks-to  provide  individual  records  and  reports  to  the  Civfl  Service 
Commission;  to  provide  information  required  by  the  Civil  Service 
Commission  for  the  transfer  or  possible  transfer  between  other 
federal  activities;  to  provide  reports  of  military  reserve  status  to 
other  armed  services  for  contingency  planning;  to  provide  informa¬ 
tion  releasable  under  Civfl  Service  Commission  rales  or  the 
Freedom  of  Information  Act  to  the  public;  to  provide  individual 
records  to  other  Components  of  the  Department  of  Defense  in  the 
conduct  of  their  official  personnel  management  program  responsi¬ 
bilities;  to  provide  records  to  law  enforcement  or  investi^tion 
authorities  for  investigation  and  possible  criminal  prosecution,'civfl 
court  action,  or  regulatory  order;  and  to  provide  information  to  em¬ 
ployee  unions  as  required  by  negotiated  contracts 

PuHclsa  and  practlcca  far  staring,  retrieving,  acceasiag,  retahskag, 
and  dlspaaiag  af  reearda  la  the  system; 


Stars^:  Maintained  on  disks  or  drams,  computer  magnetic  tapes 
and  computer  paper  printouts 

RetrlevabUlty:  Normally  data  are  retrieved  by  use  of  nonpersonal 
information  such  as  organizational  entity,  type  of  employment,  oc¬ 
cupation,  functional  area  or  other  workforce  characteristic-name. 
Social  Security  account  number  (SSAN)  and 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Accessed  by  custodian  of  the  record  system,  by  per- 
son(s)  responsible  for  servicing  the  record  system  in  performance 
of  their  official  duties  and  by  authorized  personnel  who  are 
properly  screened  and  cleared  for  need-to-know.  Protected  by 
guards  and  controlled  by  personnel  screening  and  computer  system 
software 

Retention  and  disposal:  Coding  forms,  punch  cards,  on-line  ter¬ 
minal  message  sheets  and  system  quality  control  products  are 
destroyed  after  use  by  tearing  into  pieces,  shredding,  pulping, 
macerating  or  burning-master  personnel  records  for  prospective  em¬ 
ployees  are  transferred  to  the  active  file  upon  appointment  of  the 
employee  or,  in  the  event  the  employee  is  not  appointed  and  will 
no  longer  be  considered  a  candidate  for  appointment,  is  destroyed 
by  degaussing-master  personnel  records  for  active  employees  are 
transferred  to  the  separated  employee  history  file  where  they  are 
retained  for  three  years  subsequent  to  separation  and  then 
destroyed  by  degaussing.  The  notification  of  personnel  action-Stan- 
dard  Form  50-is  disposed  of  as  directed  by  the  Civfl  Service  Com¬ 
mission-work  files  and  records  such  as  the  employee  career  brief, 
position  survey  worksheet,  retention  register  worksheet,  alphabetic 
and  social  security  account  number  locator  files,  and  personnel  and 
position  control  register  are  destroyed  after  use  by  tearing  into 
pieces,  shredding,  pu4>ing,  macerating,  or  burning-worksheets  per¬ 
taining  to  qualification  and  retention  registers  are  disposed  of  as 
directed  by  the  Civfl  Service  Commission-transitory  files  such  as 
the  pending  file,  automatic  digital  network  file,  and  recovery  file 
are  destroyed  after  use  by  degausssing-ffles  and  records  retrieved 
throuf^  general  retrieval  systems  are  destroyed  after  use  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning 

System  managcr(s)  and  address:  Civilian  Personnel  Officer  at  Air 
Force  installations 

Notificathm  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Contaadug  record  procedures:  The  Air  Force’s  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  received  from  the  em¬ 
ployee  and  the  Civfl  Service  Commission’s  official  personnel  folder 

Systems  exempted  from  certain  provlslous  ol  the  act:  NONE 
F04001  DPCX  A 

System  name:  Non-Appropriated  Fund  (NAF)  Civilian  Personnel 
Records 

System  location:  At  civilian  civilian  personnel  offices  only.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  Air  Force’s  systems  notice. 

and  AFMPC/DPMS  Randolph  AFB  TX 

Categories  of  Individuals  covered  by  the  system:  Air  Force  Civilian 
employees  paid  from  nonappropriated  funds 

Categories  ol  records  la  the  system:  Life  cycle  personnel  actions 
and  related  documents  related  to  employment  and  pay  of  NAF  em¬ 
ployees  including  documents  related  to  employees  iMnefits 

AuthofRy  lor  mahstcuauce  ol  the  system:  Title  44  USC  Section 
3101 

Rautiac  uses  al  records  malatalacd  la  the'system,  lacludlag  catego¬ 
ries  ol  users  and  the  purposes  ol  such  uses:  To  document  and  record 
personnel  action  on  individual  employees  and  to  determine  pay  and 
other  benefit  entitlements 

PoUcleo  aad  practices  lor  storlag,  retrleviag,  acceasiag,  retaiaiag, 
aad  dlsporiag  of  records  la  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rctrlevabllity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 
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PRIVACY  ACT  ISSUANCES 


Ectcattaa  aad  dfapwal:  Retireil  to  National  Pcraonncl  Records 
Center  upon  separation  of  individual  from  employment 

System  manatcr(s>  and  nddrem:  Deputy  Cbief  of  Staff /Personnel, 
Headquarters  United  States  Ak  Force. 

•WedIRarien  procedure:  CivOian  Personnel  Office  identifyinf  infor¬ 
mation  is  required  to  satisfy  custodian  of  record 

Record  access  procedures:  Civilian  Personnel  Office  maintaining 
record 

Mading  addresses  are  in  tke  Department  of  Defense  directory  in 
the  appendix  to  the  Ak  Force’s  systems  notice. 

Coatesting  record  procedures:  The  Ak  Force's  rules  for  access  to 
records  and  for  contesting  and  appealmg  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  instkotions. 

Information  obtained  from  police  and  investigating  officers. 

Personnel  documents  requesting  and  appointing  and  paying  in¬ 
dividual  documents  related  to  designation  of  benefits  and  bene^ia- 
liea 

Systems  exempted  from  certaM  provisisus  of  the  act:  NONE 
rtMMl  OhSCEYA 

System  nasac:  Merit  Promotioa  F3e 

System  location;  Managed  at  HQ  Ak  Force  Audit  Agency,  Nor¬ 
ton  Ak  Force  Base,  CA  92409 

Catsgas^  of  iadlvtdaals  covered  by  the  system:  Ak  Force  Audit 
Agency  civilian  employees 

Catsgortm  of  rocords  la  tho  system:  Conespoadence  aad  records 
incidci^  to  the  application  a^  qualification  for  promotion  and 
duty  assignments.  The  types  records  include,  but  arc  not  limited 
to.  Supervisory  Apprakals,  Training  Information,  Qualifications 
ProfQe  Records,  Personal  Qualification  Statements,  Records  of 
Placement  Applications  and  Disposition,  Assignment  and  Reassign¬ 
ment  Recoids  (Orders,  Mobility  Certificates,'  Shipments  of 
Household  Goods,  Overseas  Assignments),  Position  Descriptions, 
and  Recoids  of  Penonnel  Actions. 

Aatbority  tor  mafastenaacc  of  the  ayetem:  Title  S,  US  Code  3301  • 
3326 

Routine  uses  of  records  maiatalacd  la  the  system,  Incladlag  calcgo- 
rlm  of  aaers  aad  the  purposes  of  sach  asm:  Used  by  users  in  deter¬ 
mining  eligibility  and  relative  competitive  standing  for  promotion 
competition  or  other  placement.  Provides  users  with  personnel  data 
for  management  purposes,  including  location,  changes  of  station, 
mobility,  pay  information,  previous  assignments,  education  and 
self -development,  supervisory  performance  appraisala,  results  of 
competition  for  promotion  or  other  placement  action,  descriptions 
of  duties,  and  recognitions  achieved.  Users  •  The  Command  Sec¬ 
tion,  AFAA,  and  the  Directorate  of  Resources  Management  Staff. 

PaUdes  aad  praetka  for  storing,  retrieving,  acccasiag,  retaining, 
aad  dIspoolBg  of  records  fas  the  system: 

Storage:  Maintained  in  file  folders. 

RctrlevabOlty;  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  thek  official  duties. 

RctcatloB  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivatioo,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  aad  nddrem:  The  Auditor  General,  Ak  Force 
Au^  Agency  (AFAA/CC),  Norton  AFB,  CA  92409 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
g»”"«g  access  from  the  Systems  Manager. 

And  the  Director  of  Resources  Management,  HQ  Ak  Force 
Audit  Agency  (AFAA/RM),  Norton  AFB  CA  92409 

Caatcathig  record  procedures;  The  Ak  Force’s  rules  for  access  to 
raciMris  and  for  contesting  and  appoaling  kiitinl  determinations  by 
the  individaal  coacemed  may  be  obtamed  from  the  Systems 
Manager. 


Record  source  categorim:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  iastitutioas. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  medkal  iastitutioas. 

Infoiusatioa  obtained  from  trade  associations. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  police  aad  investigating  officers. 

lafonaatioa  obtained  from  a  state  or  local  government. 

Information  obtained  from  an  international  organization. 

Information  obtained  from  a  corporatioo. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  report.^) 
prepared  on  behalf  of  the  Ak  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

,  individual’s  input,  and  documents  generated  mtemaUy  within 
the  AFAA. 

Systems  exempted  frum  ccriafas  provisisus  of  the  act:  NONE 
FMOOl  IPTAYZC 

System  name:  Civilian  Pay-Personnel-Manpower  (Papeiman)  -  E20S 

System  Mcattaa:  1 143rd  ABSQ/DPC  Washington,  DC  20330 

Categories  of  Individnab  covered  by  the  system:  Pending,  current, 
and  former  Ak  Force  appropriated  fund  civkian  employees  as¬ 
signed  to  HQ  USAF  civilian  certain  personnel  of  Ak  Force  intel- 
h^nce  service.  HQ  COMD  USAF,  Ak  Force  Communications  Ser¬ 
vice,  National  Guard  Bureau,  US  Ak  Force  Military  Personnel 
Center  and  Ak  Force  Data  Automation  Agency  in  the  Washington, 
DC  area 

Categories  of  records  la  the  system:  Employment  information  in¬ 
cluding  position  authorization  position,  personnel  date,  suspense  in¬ 
formation.  position  control  infonnation,  projected  infoimatioa  and 
historical  information. 

Authority  far  mafastenance  of  the  system:  Title  5  USC  Sections 
3301  •  3326 

Routine  uses  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses;  To  provide  system  sup¬ 
port  to  HQ  US  Ak  Force  and  other  serviced  activities  in  that  part 
of  Civil  Service  Commission  aad  Ak  Force  requkements  to  main¬ 
tain  a  peraoanei  management  aad  records  keeping  system  that  per¬ 
tains  to  evaluation,  authorization  and  position  control.  Position 
management,  staHiag  skilb  inventory,  career  management,  training, 
retirement.  Employee  Services,  ri^ts  and  benefits  and  the 
suspensing  and  processing  of  personnel  actions;  to  provide  in- 
dhridual  records  and  reports  to  HQ,  US  Ak  Force  and  the  Civil 
Service  Commission;  to  provide  information  required  by  the  CivO 
Service  Commission  for  the  transfer  between  USAF  and  other 
federal  activities;  to  provide  reports  of  military  reserve  status  to 
other  Armed  Services  for  contingency  planning;  to  provide  infor¬ 
mation  releaseaUe  under  Ctvfl  Service  Commission  rules  The 
Freedom  of  Informatioa  Act  to  the  public;  to  provide  records  to 
law  enforcement  or  investigative  authorities  for  investigation  and 
possible  criminal  prosecution,  civil  court  action,  or  regulatory 
order;  and  to  provide  information  to  employee  unions  as  prescribed 
by  negotiated  contract 

Pellrics  and  practices  far  staring,  retrieving,  accessing,  rctalaing, 
and  dbpaslsig  af  raearde  In  the  ^stem: 

Storage;  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Rctrbvabttlly:  NormaUy  data  are  retrieved  by  use  of  nonpersonal 
information  such  as  oiganizatioaal  unit,  type  Of  employment,  occu¬ 
pation,  functional  area  or  other  woritforce  characteristics,  or  name, 
social  security  account  number  and 

Filed  by  other  identincatioa  number  or  system  identifier.  . 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsRile  for  servicing  the 
record  system  in  performance  of  thek  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Records  arc  controlcd  by  computer  system  software. 

RstantloB  and  disposal:  Coding  Forms,  punch  cards,  on-line  ter¬ 
minal  message  sheets  and  system  quality  control  products  arc 
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destroyed  after  ue  by  tearinf  into  piecea,  ahreddinc,  pulping, 
macerating  or  burning;  master  personnel  records  for  pendiing  em¬ 
ployees  are  transferred  to  the  active  fie  upon  appointment  of  the 
employee;  master  personnel  records  for  active  employees  are  trans¬ 
ferred  to  the  separated  employee  history  file  wMre  they  are 
retained  for  two  years  subsequent  to  separation  and  then  destroyed 
by  degaussing.  The  notification  of  personnel  action  standard  SOform 
is  disposed  of  as  directed  by  the  Chrfl  Service  Commission.  Work 
files  and  records  such  as  the  employee  career  brief,  position  survey 
worksheet,  retention  register,  alphabetical  and  socad  security  ac¬ 
count  number  locator  files,  and  personnel  and  position  control  re¬ 
gister  are  destroyed  after  use  by  tearing  into  pw^s,  shreddy, 
pulping,  macerating,  or  burning.  Worksheets  pertaining  to  qualifica¬ 
tions  and  retention  registers  are  disposed  of  as  directed  by  the 
CSC.  Transitory  files  such  as  the  pending  file  and  recovery  files  are 
destroyed  after  use  by  degaussug.  Fues  and  records  retrieved 
through  general  letrievsJ  systems  are  destroyed  after  by  tearing  into 
pieces,  shredding,  pulping,  macerating  or  burning. 

System  maaagcr(s)  and  addiem:  Civilian  Personnel  Officer  1 143rd 
ABSq,  Washington,  DC  20330. 

Nstllli  mien  precednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Receed  access  procednrees  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

CenScatlng  record  prer^nree:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determmations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  cateorles:  Information  received  from  the  em¬ 
ployee  and  the  CivU  Service  Commission's  Official  Personnel 
Folder 

Systems  esempted  from  certain  provMoos  of  the  act:  NONE 
F04002  DPCMS  A 

System  name:  Civilian  Personnel  Applicant  Supply  Files 

System  locatloo:  At  servicing  civilian  personnel  offices  at  activi¬ 
ties  and  installations,  and  Directorates  of  Civilian  Personnal  at 
Headquarters,  United  States  Air  Force,  Major  Commands, 
Separate  Operating  Agencies  and  independent  offices. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  lodhriduals  covered  by  the  system:  Applicants  for 
employment  consideration 

Cat^rles  of  records  In  the  system:  Experience  and  training 
qualifkationt  record  of  appUcants 

Authority  for  maintenance  of  the  system:  Chapter  33  Title  S  USC 

Routine  nses  of  records  malntaiocd  M  the  system,  loclodlng  catego¬ 
ries  of  users  and  the  parpoees  of  such  oses:  To  identify  and  refer 
Qualified  applicants  to  management  officials  to  staff  vacant  posi- 
tens 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  paper  printouts. 

ReirlevablUty:  SkiU  level  and 

Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Recewds  are  stored  in  security  file  containers/cabinets. 

Retcotloa  and  disposal:  If  employed,  records  are  placed  in  Offi¬ 
cial  Personnel  Folder.  If  not  employed,  retained  until  no  longer 
needed,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating  or  burning. 

System  managerfs)  and  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 

Nodficatlon  procedure:  Civilian  personnel  offices  maintaining  in¬ 
dividuals  application 

Record  access  procedures:  Civilian  personnel  maintaining  applica¬ 
tions  and 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Canicstlag  record  proc^orcs:  The  Air  Force's  rules  for  access  to 
records  aM  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 
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Record  aoorce  categories;  Information  obtained  from  automated 
system  interfaces. 

Systems  esempted  from  certain  prsvidoni  of  the  act:  NONE 
F04002  DPCMS  B 

System  name:  Civilian  Personnel  Test  Score  Record 

System  location:  At  civilian  civilian  personnel  offices  only.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  indhrldnsls  covered  by  the  system:  Air  Force  civilian 
employees. 

Categories  of  records  in  the  system:  Test  or  examination  scores 

Authority  for  malatenaacc  of  the  system:  Title  5  USC  Sections 
3301/3326 

Routfae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  soch  uses:  Civilian  Personnel  Office 
Personnel  and  Management  Personnel  to  determine  qualification  for 
appointment  or  promotion 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Maintained  on  computer  magnetic  tapes. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retcotloa  and  disposal:  Retained  in  office  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  Assistant  Chief  of  Staff,  Intel¬ 
ligence,  Headquarters  United  States  Air  Force. 

Notificatioa  proccdorc:  Civilian  Personnel  Officer  at  employing 
activity  maintaining  individuals  record. 

Record  aceem  procedures:  Individual  can  obtain  assistatKe  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Coutestksg  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorim:  Information  obtained  from  individuaL 

Systems  exempted  from  certtm  provisiona  of  the  act:  NONE 
F04002  DPCMS  C 

System  name:  Job  Element  Questionnaires  for  Civilian  Trades  and 
Labor  occupations 

System  ktcatloa:  At  civilian  civilian  personnel  offices  only.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  dkectory 
in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  Indlvldnals  covered  by  the  system:  Air  Force  civilian 
employees. 

Former  Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Questionnaires  prepared  by 
civilian  employees  to  reflect  skills  and  knowledges  for  wage  grade 
positions 

Authority  for  maiatcaaace  of  the  system:  Title  S  USC  Sections 
3301/3326  Sections  3301 

Routiae  uses  of  records  maIntalBed  in  the  system,  iuclndiug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Inspection  and  verifica¬ 
tion  of  personnel  actions 

Policies  and  practices  for  storing,  retrieving,  acccsslBg,  retaining, 
and  disporing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievability;  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  ^for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  personnel  screening. 

Rcteatloa  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 
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PRIVACY  ACT  ISSUANCES 


SyttaB  MUfcrts)  aad  aadw!  Deputy  Chief  of  Suff/Penonael, 
Headquaiten  United  States  Ah  Force. 

Notification  ptnecdnrt:  Civilian  Personnel  Office  at  Air  Force 
base  maintaining  record 

Record  access  procedaros:  Civilian  Personnel  Office  at  Air  Force 
base. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  individual. 

Systeam  exempted  from  certaM  provisioas  of  the  act:  NONE 
F04002  DPCMS  D 

System  name:  Civilian  Personnel  Occupational  and  suitability  em¬ 
ployment  examinations 

System  locatioa:  At  civflian  civilian  personnel  offices  only.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individnab  covered  by  the  system:  Employment  ap¬ 
plications  and 

Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Replies  to  occupational  and 
suitability  inquiries,  testing  and  examination  material 

Aathorlty  for  maintenance  af  the  system:  Tide  S  USC  Section 
330W3326 

Rontine  ases  of  records  maiatafaMd  la  the  system,  iaclodlag  catego- 
rbs  af  asers  and  the  parpooes  of  such  ases:  To  verify  and  determine 
qualifications  and  suitability  for  appointment  and  promotion  to 
Civil  Service  positions 

PoUdes  and  practices  for  starteg,  retrieving,  accessing,  retahsiag, 
and  dbposiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retilevabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  property  screened  and  cleared  for  need-to-know. 

Retendoa  and  disposal:  Retained  in  office  files  until  superseded, 
obsfdete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  and  addrem:  Deputy  Chief  of  Staff/Personncl, 
He^quarters  Unh^  States  Air  Force. 

Nodflcatioa  proeednre:  Civilian  Personnel  Offices  filling  vacant 
positions  from  an>licants  and  promotion  candidates 

Record  aceem  procedures:  Civilian  Personnel  Offices 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  a  corporation. 

Systems  exempted  from  certain  provisioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (k),  as  applicabk. 
For  additional  information,  contact  the  Systems  Manager. 

F04002  OBXQPCB 

System  name:  Temporary  Quarters  Subsistence  Expense 

System  locatioa:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  individaab  covered  by  the  system:  Air  Force  civilian 
employees. 

Categories  of  records  in  the  system:  Record  of  temporary  quarters 
subsutence  expense 

Aathorlty  far  malatcaaacc  of  the  system:  10USC8012 


Rontine  uses  al  records  maintained  in  the  system,  including  catego¬ 
ries  of  nacre  and  the  pnrpooes  of  sach  uses:  Maintain  record  of  tem¬ 
porary  subsutence  expenses 

PoUdee  and  practices  for  storing,  retrieving,  accessing,  rctaialag, 
and  libpseing  of  records  in  the  system: 

Storage;  Maintained  in  fOe  folders. 

RetrlevabUity:  F3ed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Retentien  and  dbpesal:  Retained  in  office  fUes  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pkces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  addrem:  Director  Civilian  Personnel 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  employee’s  travel  information 

Systems  exempted  from  certain  provkioBS  of  the  act:  NONE 
F04002  OMUHHZA 

System  name:  Air  Reserve  Technician  (ART)  officer  seketion  fol¬ 
ders 

System  location:  Headquarters  Air  Force  Reserve/DPC  Robins 
Air  Force  Base  GA  31098 

Categories  of  individnab  covered  by  the  system:  All  civilian  em¬ 
ployees  who  apply  and  are  eligible  for  promotion  to  art  officer 
positions 

Categories  of  records  in  the  system:  Qualification  statement,  train¬ 
ing  and  testing  record,  appraisal  and  ranking  records. 

Aathorlty  for  maintenance  of  the  system:  Thk  10.  USC  Sectioa 
8012. 

Ronttne  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  naers  and  the  purposes  of  sach  uses:  To  evaluate  A  rank  in- 
dividuab  for  merit  promotion  to  ait  officer  kvel  positions. 

Policies  and  practices  for  storing,  retrkving,  acceming,  retainiag, 
and  dispoaiag  of  reemds  in  the  system: 

Storage:  Maintained  in  fde  folders. 

RctrkvabiUty:  Fdcd  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared ior  need-to-know. 

Records  are  stored  in  security  fOe  contain^rs/cabinets. 

Retentloa  and  disposal:  Retained  in  offke  ffles  until  superseded, 
obsoktc,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manages)  and  addrem:  Deputy  Chkf  of  Staff/Personnel 
Headquarters  Air  Force  Reserve. 

Notificatlou  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesthig  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  official  per¬ 
sonnel  folders,  supervisory  appraisab,  tests,  evaluations. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F04002  OMUHHZB 

System  naaM:  Air  Reserve  Technkun  Data  System 

System  locatioa:  Headquarters,  Air  Force  Reserves/DPC,  Robins 
Air  Force  Base,  GA  310^,  and  seketed  data  at  Air  Force  Reserve 
Units. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notke. 

Categorks  of  Individaab  covered  by  the  system:  Air  Reserve 
Technicians. 
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CatcitortM  of  rccwtU  ia  Uw  syitca:  Standard  data  contained  in 
the  military  and  civilian  personnel  files,  such  as  name,  grade,  date 
of  birth,  educational  level,  date  of  rank,  and  other  appUcable  per¬ 
sonal  information. 

Authority  for  maiatcnancc  of  the  system:  S  U.S.C.  301  and  10 

u  s  e.  8012(dK3). 

Routlac  nscs  of  records  malnlalacd  In  the  system.  Including  categn- 
rics  of  users  and  the  purposes  of  such  uses:  Provides  a  consolidated 
data  base  for  the  Air  Reserve  Technician  System.  The  command 
civilian  and  Reserve  officer  and  airman  personnel  files  are  ex¬ 
tracted  to  produce  the  data  base.  The  command  is  provided  with 
the  capability  of  extracting  timely  and  accurate  Air  Reserve  Techni¬ 
cian  reports  on  a  monthly  or  as  required  basis.  In  addition,  the 
maintenance  of  this  data  base  on  computer  tape  provides  the 
headquarters  with  the  capability  of  rapid  response  for  one-time  spe¬ 
cial  report  requests.  The  entire  data  base  is  available  for  report 
production  if  the  output  is  desired.  In  the  interest  of  conserving 
both  processing  time  and  paper  resources,  a  limited  data  base  of  in¬ 
formation  may  be  selected  to  produce  reports  for  only  specific 
units  on  an  mdividual's  social  security  account  number. 

Pollcks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dlspeaing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

RetrfovabUlty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  computer  system  software. 

Retention  and  dispoaal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

Computer  tapes  are  erased  on  a  monthly  basis. 

Syslcm  managerfs)  and  addrsm:  Deputy  Chief  of  Staff/Personnel, 
Headquarters,  Air  Force  Reserves,  Robins  AFB,  OA  31098. 

Notification  proesdnre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  pror^nres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rocord  sonree  categorim:  Information  is  obtained  from  civilian 
and  military  personnel  records  and  other  source  documents 
originated  by  or  on  behalf  of  the  Air  Force 

Systems  exempted  from  certain  provlaions  of  the  net:  NONE 
F04003  DPCMT  A 

System  name:  Training  and  Employee  Development  Record 
Systems. 

System  locatioa:  At  consolidated  civilian  personnel  offices  only. 
Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  indhrlduala  covered  by  the  system:  Air  Force  civilian 
employees,  fuO-time  and  part-time.  U.S.  citizens  and  foreign  na¬ 
tional  direct  hires  receiving  training  supported  by  the  Federal 
Government,  paid  from  appropriated  funds.  Military  personnel  may 
be  included  in  the  automated  training  information  system,  and  non- 
appropriated  funded  personnel  may  be  included  in  some  of  the  in¬ 
stallation  manual  records. 

Categories  of  records  In  the  system:  Employees  identification,  so¬ 
cial  security  number,  occupational  status  (series,  grade  level,  and 
supervisory  status),  course  identifleation.  course  length,  category 
and  purpose  of  training  received,  date  on  which  training  was 
completed,  associated  costs,  pre-post  test  results,  et  aL  Input  docu¬ 
ments  for  the  systems  include,  but  are  not  limited  to  completed  au¬ 
tomated  forms,  training  reports,  authorization  and  record, 
keypunched  cards.  The  manual  files  are  maintained  in  paper  folders 
containing  employee’s  registration  and/or  record  of  training  docu¬ 
ments.  Under  the  Apprentice  on-the-job  Training  Program,  and 
similar  trainee  intake  program  manual  and  automated  records  are 
maintained,  reflecting  information  pertaining  to  subject  employee’s 
identification,  date  of  birth,  entrance  date  to  pro^r^,  dates  and 
nature  of  personnel  actions  which  occurred  during*fiscal  year,  stu¬ 


dent  progress,  and  statistical  data  which  effects  the  numbers  of  ap¬ 
prentices  in  training  as  of  a  given  date.  Nomination  forms  and 
documents  (non-automated)  for  centraOy -administered  education 
and  training  programs  are  maintained.  The  manual  files  contain  the 
candidate’s  nommation  documents,  training  request,  enrollment  and 
registration  and  other  documents  related  to  training.  Manual  files 
are  maintained  at  Headquaiter’s  levels  and  Air  Force  installations 
regarding  courses  conducted  on  their  premises,  or  for  which  they 
sponsor,  listing  such  things  as  completion  dates,  and  course  partici¬ 
pants.  AdditionaUy,  maniud  files  are  typically  found  at  the  field  ac¬ 
tivities  containing  information  regarding  an  employee’s  supervisor 
status,  an  indication  as  to  whether  or  not  he/shc  has  par^ipated  in 
supervisory  training.  Files  are  often  maintained  regarding  an  em¬ 
ployee's  certification/recertification  or  demonstrated  proficiency  in 
one  or  more  skiDs  areas;  an  activity-wide  annual  training  plan 
should  also  be  maintained,  as  well  as  individual  training  plans.  Files 
are  also  maintained  regarding  professional  licenses  held  by  installa¬ 
tion  personnel. 

Authority  (or  maintenance  of  the  system:  S  USC  4103,  4118,  4115. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees 
in  the  performance  of  &eir  official  duties  related  to  the  manage¬ 
ment  of  the  civilian  employee  training  programs,  the  design, 
development,  maintenance  and  operation  of  the  manual  and  auto¬ 
mated  system  of  record  keeping  and  reporting;  the  screening  and 
selection  of  candidates  for  centr^y  administered  programs;  and  ad¬ 
ministration  of  grievance,  appeals,  complaints,  and  litigation  involv¬ 
ing  the  disclosure  of  records  of  the  training  programs.  Representa¬ 
tives  of  the  United  States  Civil  Service  Commission  on  matters 
relating  to  the  inspection,  survey,  audit  or  evaluation  of  civilian 
training  programs,  or  such  other  matters  under  the  jurisdiction  of 
the  Commission.  The  Comptroller  General  or  any  of  his  authorized 
representatives,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  civilian  training  programs. 
The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  leg^  representative  of  the  Executive 
Branch  agencies.  Officials  and  employees  of  other  Departments  and 
agencies  of  the  Executive  Branch  of  government  upon  request  in 
the  performance  of  their  official  duties  related  to  the  screening  and 
selection  of  candidates  for  programs  sponsored  by  their  organiza¬ 
tion.  Representatives  of  the  United  States  Department  of  Labor  on 
matters  relating  to  the  inspection,  survey,  audit  or  evaluation  of  the 
Defense  Components  Apprentice  trairiing  programs  or  on  other 
such  matters  under  the  jurisdiction  of  tte  Labor  Department. 
Representatives  of  the  Veteraiu  Administration  on  matters  relating 
to  the  inspection,  survey,  audit  or  evaluation  of  the  Defense  Com¬ 
ponents  apprentice  and  on-the-job  training  programs.  The  Computer 
Systems  Group  Contractor  (or  other  such  contractor)  and  its  em¬ 
ployees  for  the  purpose  of  card  punch  recording  of  data  from  em¬ 
ployee  training  documents.  A  duly  appointed  Hearing  Examiner  or 
Arbitrator  (an  employee  of  another  Federal  Agency)  for  the  pur¬ 
pose  of  conduct!^  a  hearing  in  connection  with  an  employee’s 
grievance  involving  the  disclosure  of  the  records  of  the  training 
programs.  An  arbitrator  who  n  given  a  contract  pursuant  to  a 
negotiated  labor  agreement  to  hear  an  emidoyee’s  grievance  involv¬ 
ing  the  disclosure  of  the  records  of  the  Defense  Component’s 
Training  and  Employee  Development  Record  system.  The  Senate  or 
the  House  of  Representatives  of  the  United  States  or  any  Commit¬ 
tee  or  sub-committee  thereof,  any  joint  committee  of  Congress  or 
sub-committee  of  joint  committees  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  the  files  or  records  of  the  Defense  De¬ 
partment’s  civilian  training  program.  Representatives  of  Education 
Institutions  which  have  b^n  awarded  contracts  to  conduct  training 
for  Defense  Components  create  and  maintain  individual  training 
records  of  those  who  attend. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposfag  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Retrievability:  FQed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 
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PRIVACY  ACT  ISSUANCES 


RHcatlM  ud  ditpawl;  For  the  apprentice  programs  the  computer 
magnetic  tapes  are  permanent.  Manual  records  are  maintained  on  a 
fiscal  year  basis  and  are  retained  for  varying  periods  from  1  to  S 
fiscal  years.  For  the  centrally-administered  programs,  files  on 
selected  candidates  are  maintained  for  five  years  (from  date  selec¬ 
tion  process  is  completed).  Records  of  non-selected  candidates  are 
retained  only  for  that  period  of  time  sufficient  to  permit  ap¬ 
propriate  review  (usually  less  than  60  days).  Some  installation 
records  are  maintained  for  varymg  periods.  Destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating  or  burining. 

System  managerfs)  and  addrem:  Director  of  Civilian  personnel  or 
comparable  officiM  of  the  Civilian  Personnel  Office  servicing  Air 
Force  Activity/lnstaUation. 

NodOcadea  pmeednre:  Request  by  correspondence  should  be  ad¬ 
dressed  to  Offices  of  Civilian  Personnel,  headquarters  or  field  ac¬ 
tivities  employing  civilians.  The  letter  should  contain  the  full  name 
and  social  security  number  of  the  requester  and  his  signature.  Proof 
of  identification  will  consist  of  a  building  pass,  or  identification 
badge,  or  driver’s  license,  or  by  other  types  of  identification  bear¬ 
ing  an  employee  picture  and  signature. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coutesdug  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Employee’s  official  personnel  record 
folder,  supervisory  appraisals  and  evaluations,  training  records. 
Systems  exempted  from  certaM  provlsious  of  the  act:  NONE 
F04003  06SCEYB 

System  name:  Long-Term  Full-Time  Training  File 
System  location:  Managed  at  HQ  Air  Force  Audit  Agency 
(AFAA/CC),  Norton  Air  Force  Base,  CA  92409 
Categories  of  iudividnals  covered  by  the  system:  Air  Force  Audit 
Agency  civilian  employees 

Categories  of  'records  In  the  system:  Types  of  records  included  but 
not  Ihnited  to  correspondence  and  application  documents 
requesting,  approving,  disapproving,  recommending,  and  coordinat¬ 
ing  the  assignment  of  personnel  to  the  Long-Term,  Full-Time  Train¬ 
ing  Program.  Quarter^  evaluations  of  the  progrw  from  partici¬ 
pants,  individuai  training  plans,  and  college  transcripts. 

Authority  for  maintenance  of  the  system:  Title  10,  US  Code  8014a 
and  8032b(l) 

Routiue  uses  of  records  malataiacd  fas  the  system,  lacindiag  catego* 
rim  of  users  atMl  the  purposm  of  such  usm:  I^vides  basis  for  deter¬ 
mining  those  selected  for  the  Long-Term,  Full-Time  Training  Pro¬ 
gram;  record  of  individuals  who  applied  for  the  program  and  those 
selected,  used  to  evaluate  quality  of  applicants,  progress  of  partici¬ 
pants,  a^  history  of  the  training.  Information  is  disclosed  to  the 
Civil  Service  Commission  through  the  Department  of  the  Air  Force 
Civilian  Personnel  Management  Information  System.  Users  •  Com¬ 
mand  Section,  AFAA,  Directorate  of  Resources  Management  staff, 
and  Executive  Development  Council. 

Pullcim  and  praetkm  (or  storfag,  retrieving,  accessing,  retahilng, 
and  disposing  of  records  in  the  system: 

-  Storage:  Maintained  in  file  folders. 

Maintained  on  disks  or  drums. 

RetrlevabiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcntlaa  and  dkpuaal:  Retained  in  office  files  for  one  year  after 
aimual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulpmg,  macerating,  or  burning. 

System  mauagerfs)  and  addrem:  The  Auditor  General,  Air  Force 
Audit  Agency  (AFAA/CC).  Norton  AFB,  CA  92409 
NutRh  Btluu  pruccdurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 


Rccuid  ncccm  pruccdurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  the  Director  of  Resources  Management  (AFAA/RM),  Nor¬ 
ton  AFB.  CA  92409 

CuateatMg  ruemd  pru^urm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 

Manager. 

Record  auurce  catcgorlm:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

And  information  provided  by  the  individuaL 

Systems  exempted  from  certain  provUeas  of  the  act:  NONE 
F04004DPCE  B 

System  uame:  04004  DPCE  B  Civilian  Personnel  Performance 
Awards  and  Outstanding  Performance  Ratings 

System  lecntleu:  Directorate  of  Civilian  Personnel  Headquarters 
United  States  Air  Force,  Washington,  DC  20314  Headquarters,  of 
the  United  States  Air  Force,  major  commands  and  major  subor¬ 
dinate  commands.  Headquarters  of  the  major  commands  and 
separate  operating  agencies.  Headquarters  of  major  commands  and 
at  all  levels  down  to  and  including  Air  Force  installations.  Air  Na¬ 
tional  Guard  activities. 

Categories  of  indivlduala  covered  by  the  system:  Air  Force  civilian 
employees. 

Categories  of  records  in  the  system:  Files  include  recommenda¬ 
tions  for  outstanding  performance  ratings  and  rating  forms.  Also  in¬ 
clude  recommendations  for  cash  or  honorary  performance  awards; 
nominations  for  awards  sponsored  by  non-Federal  organizations; 
records  of  Award  Committee  Actions  and  correspondence;  annual 
reports 

Authority  (or  maintenance  of  the  system:  5  USC  4301  through 
4308  cover  performance  ratings.  S  USC  4301  through  4306  cover 
performance  awards. 

Routine  uses  of  records  maintained  In  the  system,  incindiag  catego- 
ilss  of  users  and  the  purposes  of  such  uses:  Files  are  originated  when 
a  manager  or  supervisor  recommends  an  outstanding  performance 
rating  or  a  cash  or  honorary  performance  award  in  recognition  of 
superior  achievement.  Case  (dies  are  reviewed  by  local  award  pro¬ 
gram  manager  in  Civilian  Personnel  Office  and  are  referred  to  the 
Local  Incentive  Awards  Committee  for  review.  If  the  Committee 
approves,  the  case  is  recommended  to  the  approval  authority  who 
authorizes  granting  the  award.  Individual  name  files  are  retained  for 
one  year  after  close  of  year  in  which  final  action  was  taken. 
Records  of  Committee  actions  are  retained  for  three  years.  Copy  of 
approved  award  is  filed  in  employee’s  official  personnel  file 

FoUcIca  and  practices  for  storing,  retrieving,  accessing,  retalniBg, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevqbillty:  FOed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  (or  need-to-know. 

Rctentloa  and  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managers)  and  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force,  and  Executive  Secretary  Air 
Force  Incentive  Awards  Board  Directorate  of  Civilian  Personnel, 
Headquarters  US  Air  Force,  Washington,  DC  20314 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Sources  of  information  (or  awards  are 
supervisors’  records  of  performance,  and  employees’  official  per¬ 
sonnel  folders  from  which  Social  SMurhy  number,  job  title,  and 
grade  are  obtained 
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SystcMS  Mtaptcd  froa  ccrtahi  provWoat  ol  tkc  act:  NONE 
r04004  DPCE  C 

Sjritea  uac:  Labor  Management  Rebtions  Records  Systems 

System  laentian;  At  Headquarters  United  SUtes  Air  Force.  Wash. 
DC.  20330 

At  headquarters  of  the  major  commands  and  separate  operating 
agencies.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force’s  systems 
notice. 

At  consolidated  civilbn  personnel  offices  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

Categartes  al  indlrMaab  earered  by  the  system:  CiviUan  Em¬ 
ployees  paid  from  appropruted  and  non-approphated  funds,  who 
are  involved  in  a  grievance  which  has  been  referred  to  an  arbitrator 
for  resolution;  civilbn  employees  mvolved  b  the  filmg  of  an  Unfair 
Labor  Practice  complamt  which  has  been  referred  to  the  Assutant 
Secretary  of  Labor-Man^ement  Rebtions;  union  officiab;  union 
stewards;  and  representatives. 

Categartes  al  racards  in  the  system:  Records  comprise:  Manual 
files,  mabtabed  b  paper  folders,  manually  filed  by  type  of  case 
and  case  number  (not  bdividual).  Folder  contabs  all  bfonnatbn 
pertabing  to  a  specific  arbitratbn  case  or  specific  Unfair  Labor 
Practice  with  whom  Department  of  Defense  has  dealings;  field  ac- 
tivitbs  mabtab  manual  roster  of  local  unbn  officiab  and  unbn 
stewards. 

Anthortty  tor  mabtenance  of  the  system:  Executive  Order  11491. 
as  amended  ’Labor-Management  Rebtbns  b  the  Federal  Service.’ 

Rontbe  nscs  of  records  mabtabed  b  the  system,  bcladbg  catego¬ 
ries  of  nsers  and  the  purposes  of  such  nscs:  Officiab  and  employees 
of  the  Department  of  Air  Force  b  the  performance  of  their  official 
duties  related  to  the  Labor-Management  Rebtbns  Program,  e.g.; 
Admbistratbn/implementation  of  arbitratbn  awards,  bterpretatbn 
of  the  Executive  Order  through  3rd  party  case  decubns;  Natbnal 
Consultatbn  and  other  dealbg  with  the  recognized  unbns. 
Represenbtives  of  the  U.S.  CivQ  Service  Commusbn  on  matters 
relating  to  the  bspectbn,  survey,  audit,  or  evaluatbn  of  Civilbn 
Personnel  Management  Programs.  The  Comptroller  General  or  any 
of  htt  authorized  representatives,  b  the  course  of  the  performance 
of  duties  of  the  General  Accounting  Offbe  rebting  to  the  Labor 
Management  Rebtbns  Program.  Officiab  and  employees  of  other 
components  of  the  Department  of  Defense  b  the  performance  of 
theb  official  duties  rebted  to  the  administration  of  the  Labor- 
Management  Rebtbns  Program.  A  duly  appobted  hearbg  ex¬ 
amber  or  arbitrator  for  the  purpose  of  conducting  a  hearbg  b  con¬ 
nection  with  an  empbyee’s  grievance. 

PoUdea  and  practices  (or  storing,  rctrtevbg,  acccasbg,  rebtobg, 
and  dlsposbg  of  records  b  the  system: 

Storage:  Mabtabed  b  file  folders. 

Rctricvablllty:  Manual  records  are  retrieved  by  case  subject,  case 
number,  and/or  bdividual  empbyee  names. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Retention  and  disposal:  Case  files  are  permanently  mabtabed. 
Unbn  official  rosters  are  normaOy  destroyed  after  a  new  roster  has 
been  established. 

System  managerfs)  and  addrem:  Deputy  Chief  of  Staff/Personnel, 
He^quarters  United  States  Air  Force. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to:  Civilian  personnel 'office  of  the  Air  Force  Activi¬ 
ty /Instalbtbn.  The  letter  should  contab  the  full  name,  social 
security  number,  and  signature  of  the  requester.  The  bdivbual  may 
visit  tib  activity  at  which  he  or  she  b  empbyed. 

Rseard  access  procedures:  bdividual  can  obtab  assisbnee  b 
gaining  access  from  the  Systems  Manager. 

Contesting  record  pror^ares:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealbg  bitial  determbations  by 
the  bdividual  concerned  may  be  obtabed  from  the  Systems 
Manager. 

Record  source  categories:  Servicbg  civilbn  personnel  offices,  ar¬ 
bitrator’s  offices,  office  of  the  assbtant  Secretary  of  Labor  for 
Labor  Management  Rebtbns,  and  Unbns  headquarters’  offkes. 

Systeau  exempted  tram  eertab  prorisioas  of  the  act:  NONE 
r04004  DPCMS  A 

System  name:  Empbyee  Assbtance  Program  Case  Record  Systems. 


System  location:  At  consotidated  civilbn  personnel  offices  only. 
Offbial  mailbg  addresses  are  b  the  D^artment  of  Defense 
directory  b  the  appendix  to  the  Air  Force’s  systems  notice. 

Supervisors  and  other  Ab  Force  bstaUations  offkes. 

Categories  of  iadlvldaab  covered  by  the  system:  AO  civilbn  em- 
pbyees  b  approprbted  and  non-approprbted  fund  activities  who 
are  referred  by  management  for,  or  voluntarily  request,  counsellbg 
assbtance. 

Categories  of  records  b  the  system:  Systems  are  comprised  of 
case  records  on  empbyees  whkh  are  mabtabed  by  counsebrs,  su¬ 
pervisors,  civilbn  personnel  offkes  and  Social  Action  offkes  and 
consbt  of  information  on  condition,  current  status,  and  progress  of 
empbyees  or  dependents  who  have  akohol,  drug,  emotional,  or 
other  job  performance  probkms. 

Anthority  lor  mabtenance  of  the  system:  Drug  Abuse  Offke  and 
Treatment  Act  of  1972,  as  amended  by  PubUc  Law  93-282  (21 
U.S.C.  1173);  Comprehensive  Akohol  Abuse  and  Akobolism 
Prevention,  Treatment,  and  Rehabilitation  Act  of  1970,  as  amended 
by  Publk  Law  93-282  (42  U.S.C.  4382);  Subchapter  A  oF  Chapter  I. 
Thk  42.  Code  of  Federal  Regubtions;  Chapter  43  of  Tide  3,  U.S.C. 

Rontine  nses  of  records  mabtabed  b  the  system,  bcindbg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  counsebr  b 
the  execution  of  hb/her  counsellbg  function  as  it  appiks  to  the  b- 
dividual  empbyee.  With  specifk  written  authority  of  the  empbyee. 
seketed  information  may  be  provided  to  and  used  by  other  coun¬ 
sebrs  or  medkal  personnel,  research  personnel,  employers, 
representatives  such  as  k^  counsel,  and  to  other  agencies  or  b- 
dividuals  when  disebsure  b  to  the  empbyee’s  benefit,  such  as  for 
processing  retirement  appbeations. 

PoUctes  and  practices  lor  storing,  rctrtevbg,  acccssbg,  rctobing, 
and  dlsposbg  of  records  b  the  system: 

Storage:  Mabtabed  b  fOe  foMers. 

Rctitevablllty:  FQed  by  Name. 

Filed  by  other  identifkation  number  or  system  identifkr. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  ckared  for  need-to-know. 

Records  are  stored  b  locked  cabbets  or  rooms. 

Retention  and  dbposal:  Records  are  purged  of  identifybg  bfor- 
mation  withb  five  years  after  termbation  of  counsellbg  or 
destroyed  when  they  are  no  bnger  useful.  Destroyed  by  tearbg 
bto  pkces,  shreddbg,  pulpbg,  macerating,  or  burning. 

System  managcr(s)  and  addrem:  Deputy  Chief  of  Staff,  Personnel, 
Headquarters  United  States  Ab  Force  or  comparabk  offkial  of  the 
CiviUan  Personnel  Offke  servkbg  the  Ab  Force  Activi¬ 
ty /Installation. 

Notification  procedure:  Request  by  correspondence  should  be  ad¬ 
dressed  to  servkbg  civilian  personnel  offke  or  to  the  appropriate 
Empbyee  Assbtance  Program  adminubator  at  the  activity.  The 
ktter  shoub  contab  the  full  name  and  signature  of  the  requester 
and  the  approximate  period  of  time,  by  date,  durbg  which  the  case 
record  was  developed. 

Record  aceem  procedures:  Requests  from  bdividuals  should  be 
addressed  to:  Same  address  as  stated  b  the  notifkation  section 
above. 

Mailbg  addresses  are  b  the  Department  of  Defense  directory  b 
the  appendu  to  the  Ab  Force's  systems  notice. 

Contesting  record  procedures:  The  Ab  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealbg  bitial  determbations  by 
the  bdividual  concerned  may  be  obtabed  from  the  Systems 
Manager. 

Record  source  categories:  Counsebrs.  other  offiebb,  bdividuals 
or  practitioners,  and  other  agencks  both  b  and  outside  of  Govern¬ 
ment. 

Systems  exempted  from  eertab  provisions  of  the  act:  NONE 
F04008  AA  A 

System  name:  CivQab  Personnel  Files 

System  location:  At  Office  of  the  Secretary  of  the  Ab  Force, 
Washington  DC  20330. 

Categories  of  bdividuals  covered  by  the  system:  Current  and 
former  ctvilabs,  statutorks,  consultants,  and  Summer  Hires  em¬ 
pbyed  b  the  Offke  of  the  Siecretary  of  the  Ab  Force  only. 

Categories  ol  records  b  the  system:  Empbyment  appUcations  and 
records;  award  recommendations;  Personnel  actions;  Posibn 
descriptions,  trainbg;  Process  sheets 
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AatkM-Hy  Iw  mIbIcuukc  •!  tk*  tyglca:  5  USC  901 

'DcpaitBcnUi  Regulatioot’ 

RMttec  MM  af  racMds  ■■latihiH  hi  the  syetMi,  iachidhit  calcg«* 
Hh  •!  Mcn  aad  the  parf  im  at  aach  aaM:  To  provide  infonnatioD 
and  services  to  employees  and  offices  whhia  the  Office  of  the 
Secretary  of  the  Air  Force 

PaHciM  and  practfcM  far  storiag,  rctrtevlai,  acccaahitt  rctafalat. 
aad  dtapaaiag  af  retards  ia  the  system: 

Starafe:  Maintained  in  file  folders. 

Mainuined  ia  note  books/binders. 

Mamtained  ia  card  files. 

RetrfevahUlty;  Filed  by  Name. 

Safegaards:  Records  are  accessed  by  persDn(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Access  controlled  by  Assntant  Manager  and  to  Restricted 
authorized  personnel 

Ret  tartan  aad  dfspmal;  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  aad  addrem:  Administrative  Assistant  to  The 
Secretary  of  the  Air  Force 

Natllh  artan  pracednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rscard  aceem  peacedarM:  Individual  can  obtain  assbtance  in 
gaining  access  from  the  Systems  Manager. 

Caaleatlag  rscard  praesdaras:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Racard  aanree  eatsgarfas;  Information  from  Air  Force  Civilian 
Persoimel  Offices 

Information  obtained  from  fomncial  institutions. 

Systaam  axamptad  tram  cartain  provfaloM  af  the  act:  NONE 
FddMS  DPCE  A 

System  name:  Supervisor's  Record  of  Civilian  Employee 

System  lecatten:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

Catagortes  af  indhrMaals  cavared  by  the  system:  Air  Force  civOian 
employees. 

CatagerlM  of  records  la  the  system:  Files  include  a  record  for 
each  civilian  employee  assigned  to  the  supervisor;  debt  letters;  let¬ 
ters  of  caution,  warning,  admonishment,  reprimand,  and  similar 
disciplinary  papers;  employee  career  appraisal  prepared  for  em¬ 
ployees  in  Civilian  Career  FTogram 

Aathorlty  tor  maintenance  of  the  system:  Title  5  US  Code  Section 
301 

Routine  aoH  of  records  maintained  in  the  system,  Inclading  catego* 
rlM  of  users  aad  the  purposM  of  such  usm:  Originated  by  supervisor 

PoUdH  and  practlcH  ter  storing,  retrtevfag,  nceeaalng,  retaining, 
aad  dlsposlag  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  booksA>inders. 

Ratricvabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personfs)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  |Mtq;torly 
screened  and  cleared  for  need-to-know. 

Retentfoa  and  disposal;  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  bur^g. 

System  managerfs)  and  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Fence. 

DPCER.CPO 

Netifh  alien  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager.  ( 

Racard  access  procednres:  Individual  can  obtain  assistance  in 
gain  wig  access  from  the  Systems  Manager. 


Contmtlng  record  pracedniao:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  employee,  personnel 
office,  and  supervisor 

Systems  exempted  from  eeitnln  provWaM  of  the  act:  NONE 
F04M9  DFCD  A 

System  name:  Civilian  Personnel  Statistical  Accounting  System 

System  locatton:  Directorate  of  Civiian  Personnel 

At  Headquarters  United  Slates  Air  Force  and  major  command 
headquarters.  Official  mailing  addresses  are  in  the  Department  of 
Defense  dnectoiy  in  the  appendix  to  the  Air  Force’s  systems 
notice.  Liaison  officers  for  Civilian  Personnel  matters  at  separate 
operating  agencies-offkial  mailing  addresses  are  in  the  Department 
of  Defense  directory.  Air  Force  Appendix 

Categortes  of  indivldnals  covered  by  the  system:  Current  and 
former  Air  Force  civilian  employees  separated  within  the  past  five 
years  except  Air  National  Guard  Technicians  and  nonappropriated 
fund  employees 

Categortes  of  records  In  the  system:  Employment  information  in¬ 
cluding  authorization  for  the  position-the  position  and  employee 
data 

Authority  tor  malnteaancc  of  the  system:  5  US  Code  301  and  44 
US  Code  3301 

Routine  nam  of  records  maintained  In  the  system.  Including  catego- 
rtes  of  nacTS  and  the  purpooM  of  such  usm;  Records  are  used  to  ob¬ 
tain  statistical  data  on  tte  workforce  to  fulfiD  internal  and  external 
report  requirements  and  to  provide  Air  Force  offices  with  informa¬ 
tion  needed  to  plan  for  and  evaluate  manpower,  budget  and  civilian 
personnel  programs-to  provide  minority  group  designator  codes  to 
the  United  States  Civil  Service  Commission's  automated  data  file- 
to  provide  the  Office  of  the  Assistant  Secretary  of  Defense-Man¬ 
power  and  Reserve  Affairs  with  data  to  assess  the  effectiveness  of 
the  pro^m  for  employment  of  women  in  executive  level  positions- 
to  obtain  listings  of  employees  by  function  or  area  for  locator  and 
inventory  purposes  by  Air  Force  offices-to  assess  the  effect  or 
probable  impact  of  personnel  program  changes  by  simulation  and 
modeling  exercises-to  obtain  employee  duty  iMations  and  other  em¬ 
ployee  data  for  personnel  program  management  purposes-to  obtain 
employee  duty  locations  and  other  information  releasable  under 
Civfl  Service  Commission  rules  and  the  Freedom  of  Information 
Act  to  respond  to  requests  from  Air  Force  offkes-other  Federal 
agencies  and  the  public-to  provide  individual  records  to  other  com¬ 
ponents  of  the  D^artment  of  Defense  in  the  conduct  of  their  offi¬ 
cial  personnel  management  program  responsibihties-to  provide 
records  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution-civil  court  action-or 
regulatoiv  order-to  provide  records  to  the  Civfl  Service  Commis¬ 
sion  for  ffle  reconcihatioo  and  maintenance  purposes 

PuIIcIm  aad  praetkss  fur  staring,  retrieving,  acceaslag,  retaining, 
and  disposing  of  records  In  the  system: 

Storage;  Maintained  on  computer  magnetic  tapes. 

Rctrlevablllty:  Normally  data  are  retrieved  by  use  of  nonpersonal 
information  such  as  location  and  type  of  employment-occupation- 
fuiKtional  area  or  other  workforce  characteristic-Empioyee  name 
and  Social  Security  account  number  are  used  to  retrieve  data  only 
on  individual  employee  searches 

Safrtgaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  respmsflrlc  for  servicing  the 
record  system  in  performance  of  tbehr  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  luroperly 
screened  and  cleared  for  need-to-know. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Retention  nd  disposal;  Coding  fcHms-punch  cards  and  system 
quality  control  products  after  use  are  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  macerating  or  burning-  transaction  tapes 
are  retained  for  thm  months  and  destroyed  by  deletion-  active  end 
of  month  tapes  are  retained  for  one  year  and  then  destroyed  by 
deletion  except  for  tapes  at  end  of  a  fiscal  year  quarter  which  are 
retained  by  Headquarters  United  States  Air  Force  for  five  years 
before  destroying  by  deletion-  the  separated  employee  file  tape  is  at 
Headquarters  United  States  Air  Force  and  retains  employee  infor¬ 
mation  at  time  of  separation  for  five  years  after  which  the  em- 
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ployee's  record  ia  destroyed  by  deletion-computer  produced  listings 
are 

Retained  in  office  files  untO  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Director  of  Civilian  Personnel, 

Deputy  Chief  of  Staff /Personnel,  Headquarters  United  States  Air 
Force. 

NotMcatlon  pracednre:  Current  employees  may  obtain  informa¬ 
tion  from  the  data  systems  group,  IMrectorate  of  Civilian  Person¬ 
nel,  Headquarters  United  States  Air  Force  and  or  from 
Directorates  of  Civilian  Personnel  at  the  headquarters  of  major 
commands  or  liaison  officers  for  civilian  personnel  matters  at  the 
headquarters  of  separate  operating  agencies-former  employees  may 
obtain  information  from  the  data  systems  group,  D^ectoratc  of 
Civilian  Personnel.  Headquarters  United  States  Air  Force-requests 
should  include  full  name,  previous  names  if  any.  Social  Security 
account  number,  date  of  birth,  location  of  employment  tf  currently 
employed  by  tlM  Air  Force,  last  date  and  Ircation  of  Air  Force 
civilian  employment  if  not  currently  employed  by  the  Air  Force-of¬ 
ficial  mailing  addresses  are  in  the  Department  of  Defense  Directo¬ 
ry.  Air  Force  Appendix-requests  should  be  in  writing  and  include  a 
return  address 

Record  access  procedures:  Current  employees  may  obtain 
assistance  in  gwing  access  from  the  Data  Systems  Group, 
Directorate  of  Civilian  Personnel.  Headquarters  United  States  Ait 
Force  and  or  from  Directorates  of  Civilian  Personnel  at  the 
headquarters  of  major  commands  or  liaison  officers  for  civiliao  per¬ 
sonnel  matters  at  the  headquarters  of  separate  operating  agencies- 
former  employees  may  obtain  assistance  in  gaining  access  from  the 
data  systems  group.  Directorate  of  Civilian  Personnel,  Headquar¬ 
ters  United  States  Air  Force. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Caalasthig  recurd  pruccdurcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Ruesrd  source  calegurlea:  Information  obtained  from  automated 
system  interfaces. 

Syatums  exempted  from  certain  provWuM  ul  the  act:  NONE 
P045ei  DPMMP  A 

System  name:  Educational  Delay  Board  Findings 

System  location:  At  Air  Force  Military  Personnel  Center.  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categerlei  ul  Indlvldualo  cuvered  by  the  tnAtmi  Air  Force 
Reserve  Officers’  Training  Corps  (AFROTC)  Cadets  and/or 
AFROTC  graduates  (officers) 

Catsgurles  ul  reeurds  M  the  system:  Applications  for  delay  in  en¬ 
tering  extended  active  duty  status  to  pursue  advanced  degrees. 

Authority  lor  mahiicnaace  ul  the  system:  Title  10  United  States 
Code  Armed  Forces,  Chapter  31,  Enlistments,  Section  308;  Title  44 
United  States  Code  Pubnc  Printiiig  and  Documents,  Chapter  31, 
Records  Management  by  Federal  A^ncies 

Esutlue  asm  ul  reeurds  mahitalaed  In  the  system,  Incinding  eatege- 
flm  ul  users  and  the  pnrpmes  ul  snch  nses:  Informs  applicants  of 
results  thru  Board  action  on  their  request  for  delay 

PoUdm  and  pmcticm  lor  staring,  rstriering,  accessing,  retaining, 
and  dIspusiBg  of  records  la  the  system: 

Sterage:  Maintained  in  visible  file  binders/cabinets. 

Retricvablllty:  Filed  by  Name. 

Safegnardq;  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Ritsntlsn  and  dispusal:  6  months  for  disapproved  applications; 
destroyed  on  com|detion  of  delay  for  approved  applications 

Retained  in  office  files  untfl  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(*)  u^d  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  MQimiy  Personnel,  Randolph  Air  Force  Base.  Texas 


Nudficatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  prucednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  proccdarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  mures  categories:  Member’s  application 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
F04501  01  A 

System  name:  04301  OI  A  Air  National  Guard  Information  Person¬ 
nel  Background  File 

System  location:  Office  for  Resources  and  Projects,  Secretary  of 
the  Air  Force  Office  of  Information  (SAF/OIR),  Room  3C960.  The 
Pentagon,  Wasliington  DC  20330. 

Categories  of  individuals  covered  by  the  system:  Individuals  serv¬ 
ing  as  Information  Officers  assigned  to  Air  National  Guard  units. 

Categories  of  records  in  the  system:  Questionnaires  including  offi¬ 
cial  and  home  addresses  and  telephone  numbers;  specific  profes¬ 
sional  skills;  availability  for  short-notice  assignments  to  active  duty. 

Authority  lor  maintenance  of  the  system:  44  USC  3101  and  3012, 
Establishment  of  a  program  of  management. 

Rontiae  uses  ol  records  malntaMcd  la  the  system,  including  calo¬ 
ries  ul  users  and  the  purposes  of  each  uses:  Used  by  the  National 
Guard  Liaison  Officer  as  a  ready  reference  to  identify  individuals 
for  short-notke,  specific  active  duty  assignments;  used  as  a 
reference  by  authorized  personnel  for  coordiution  of  Air  National 
Guard-related  information  activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

RetricvabUlty:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  stored  in  IcKked 
cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagerfs)  and  addrem:  Director  of  Information,  Office 
of  the  Secretary  of  Ae  Air  Force  (SAF/OD 

NotMcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  CJhief.  Office  for  Resources  and  Projects,  Secretary 
of  the  Air  Force  OfiKce  of  Information  (SAF/OIR),  Room  SC960. 
Washington  DC  20330.  Telephone:  (202)  OX-73470.  In  written 
re<|uests  the  individual  should  provide  full  name,  current  grade,  and 
unit  and  location  of  assignment.  On  personal  visits  to  the  record  lo¬ 
cation  the  individual  should  have  in  possession  a  current  identifica¬ 
tion  card,  DD  Form  2AF(RES). 

Record  accem  proccdurm:  Individuals  can  obtain  assistance  from 
the  Chief,  Office  for  Resources  and  Projects.  Secretary  of  the  Air 
Force  Office  of  Information  (SAF/OIR),  at  the  address  given. 

Cuatesthig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorim:  Information  obtained  from  the  public 
media. 

Systems  exempted  from  certaM  provisloas  of  the  act:  NONE 
F04501  OlACYVA 

System  aame:  04301  OlACYVA  Air  Force  Reserve  Applications 

System  lucatiea:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  ladlriduals  covered  by  the  system:  Air  Force  active 
duty  enlisted  and  Air  Force  Reserve  personneL 

Categorim  ol  records  la  the  systM:  Copies  of  applications  for  ap¬ 
pointment  as  Reserves  of  the  Air  Force  and  related  papers  cor¬ 
respondence  and  forms. 

Authority  lor  maiatcaaacc  ul  the  system:  10  USC  8338  and  8339. 

Rontiae  asm  of  records  maiataincd  la  the  system,  iacludlag  catego¬ 
rim  of  users  aad  the  parpoam  el  each  asm:  To  determine  if  an  in- 
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dividual  is  qualified  for  appointment  in  the  Reserve  of  the  Air 
Force  and  to  determine  in  what  Air  Force  Specialty  Code  the  in¬ 
dividual  qualifies. 

Policies  and  practices  for  slortag.  retotevlt.  acccaalac,  rctstnint, 
aad  disposiag  at  records  in  the  syaSem: 

Storage:  Maintained  in  ffle  folders. 

Retrievabllity:  Filed  by  Name,  Social  SecuiRy  Number  (SSN) 
and  Case  control  number. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know. 

RrtestioB  aad  disposal:  Destroy  I  year  after  approval  or  lyear 
after  individual  declines  appointment  by  tearing,  burning, 
shredding,  macerating  or  pulping- 

Systca  managerts)  aad  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

Nodficatioa  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (contnd)  number  on  correspondence 
received  from  ARPC.  Reco^s  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Vistors  wishing  to  see  their  records  shoold  provide  a 
current  Reserve  identification  card  and/or  driving  Ikenae  and  some 
verbal  information  that  could  verify  the  person's  identification. 

Retard  aceem  praecdnras:  Indhridnals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Contesdag  rccard  pracednrus;  The  Air  Force's  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  frenn  the  Systems 
Manager. 

Racnrd  source  categories:  Information  from  individaal  applying 
for  appointment  in  tte  reserve, statement  of  military  service  from 
Army,  Navy  or  Marine  Corps. 

Systems  esempted  from  certaM  provWoaa  el  the  act:  NONE 
Pt4S«l  •lACYVB 

System  name:  04501  OIACYVB  Applications  for  Appointment  Medi¬ 
cal  Corps. 

System  locatloa:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categarlm  of  indhridoala  covered  hy  the  system:  Active  duty  miU- 
t^  personnel.  Air  Force  active  duty  offleer  personneL  Av  Force 
civihu  employees.  Former  Air  Force  civilian  employees.  Air  Force 
Reserve  and  Air  National  Guard  personnel.  Dependents  of  military 
personnel. 

Categories  of  records  la  the  system:  Copies  of  application  for  ap¬ 
pointment  as  reserves  of  the  Air  Force  medical  and  medical  relat^ 
corps  with  or  without  component  with  or  without  prior  medical  ser¬ 
vice,  and  comparable  forms,  correspondence,  related  papers. 

Anthorhy  tor  malntcnaacc  of  the  system:  10  USC  27S. 

Routine  uses  of  rceords  maintained  in  the  system,  Inclading  catc^ 
rice  of  users  aad  the  purposes  of  sach  uses:  To  determine  if  an  in¬ 
dividual  qualifies  for  commissioning  m  the  USAFR  medical  and 
medical  related  corps.  If  applicant  had  prior  military  service,  the 
Air  Force  Speciality  Code  the  individual  qualiCes  for.  Applications 
are  forwarded  for  approval  to  AFMPC/SO,  Randolph  AFB  TX 
78148. 

Policies  aad  praetkes  for  storing,  retrieving,  accessing,  retaisdng, 
and  disposing  of  records  hs  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabllity:  Filed  by  Name  and  by  Social  Security  Number 
(SSN). 

Safeguards:  Records  arc  accessed  by  custodian  of  the  record 
system  and  by  pcrson(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  arc  protected  by 
guards. 

Rctcatloa  aad  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding.  pu4>ing,  macerating,  or  burning. 


System  maaager(s)  and  addrem:  Commander  Air  Reserve  Person- 
itel  Center  (ARPC) 

Natlflcatisa  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer.  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name.  SSN.  current  mailing  address 
and.  if  kiwwn,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room.  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8Kn  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person's  identification. 

Rccard  accam  procedures:  Indhridnals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Contesting  record  procedniaa:  The  Air  Force's  rules  for  access  to 
records  and  for  contestmg  and  appealing  initial  determinatioos  by 
the  mdividual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  obtained  from  individual 
reservists. 

Systems  exempted  frem  certain  provisions  of  the  act:  NONE 
P04501  OUCYVC 

System  name:  04501  OIACYVC  Professional  Officer  Course(POC) 
and  Fmancial  Assistance  Program  Cadets 

System  locatlan:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue.  Denver,  CO  80280. 

Catrgortm  of  Indhridnals  eoverod  by  the  system:  Air  Force 
Reserve  personnel. 

Categorim  of  records  in  the  system:  Copies  of  transmittal  letters 
for  d^nroOed  Air  Force  Reserve  Officer  Training  Corps 
(AFROTC)  cadets  to  be  discharged. 

Authority  for  malnlenaacc  of  the  system:  10  USC  2104  and  2107. 

Rsntins  asm  of  raeards  mahstaMed  in  the  system,  iacludlBig  catego¬ 
ries  of  users  and  the  pnrpoecs  of  such  uses:  To  determme  if 
AFROTC  cadets  were  identified  for  discharge  due  to  disenroDment 
and  the  date  identified,  also  to  provide  historical  data  on  number 
discharged. 

Policies  aad  practices  fer  storing,  retrieving,  accessing,  retaining, 
and  itlsp Being  of  rscords  la  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrievabllity:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  thehr  official  duties.  Records  are  stored  in  securi¬ 
ty  file  containers/cabinets.  Records  are  protected  by  guards. 

Rttsntisn  aad  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  deatroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  asaaagerfs)  aad  address:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver,  CO  80280. 

NotWeatioa  procodare:  Requests  from  indhridnals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  fuO  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Recrods 
Review  Room,  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue,  Denver,  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  woA  days.  Visitors  wishing  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person's  identifica¬ 
tion. 

Rccard  aceem  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Ceuteethig  record  procedurca:  The  Air  Force's  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 
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Record  More*  otegorieo:  Information  obtamed  from  individual 
reserviata,  from  educational  inatitutiona  and  from  aource  documenta 
(anch  aa  reporta)  prepared  on  behalf  of  the  Air  Force  by  boarda, 
committcea,  panela,  auditora,  and  ao  forth. 

Syatema  cacmpicd  from  certafa  provWoaa  of  the  act;  NONE 
F04S01  ORPNQSA 
Syalcm  name;  Cadet  recorda. 

Syatem  locatloa:  AFROTC/SDA.  MaxweU  AFB.  AL.  36112  and 
AFROTC  detachmenta.  Official  mailing  addreaaea  of  the 
detachmenta  are  in  the  Department  of  Defenac  dircclory  in  the  ap¬ 
pendix  to  the  Air  Force:a  ayatem  notice. 

Categoriea  of  hMUvidnala  covered  by  the  ayatem:  AFROTC  cadeU 
applying  for/enroBcd  or  previoualy  enrolled  (within  the  paat  three 
yeara)  in  the  profeaaional  Offkera  courae  or  the  general  military 
courae,  if  the  latter  participation  waa  in  a  acbolarahip  atatua. 

Cat^rlca  of  recorda  la  the  ayatem:  Applicationa  for  enrollment  in 
the  Air  Force  reaerve  Officer  corpa  (AFROTC)  couraca.  applica¬ 
tiona  for  the  AFROTC  acholarahip  program,  aubatantiation  docu¬ 
menta  of  quahficataon  for  the  couraea  or  programa,  acceptances  of 
applicationa,  awarda  of  acholarahipa,  documenta  atteating  to  medi- 
cad.  academic,  moral  and  civic  quadificationa,  documenta  recording 
pav^eaa  in  flyia^  inatniction.  academic  cuirilulum  and  leaderahip 
training,  counaeU^  aummatfiea.  recorda  of  diaenroDment  from  other 
Officer  candidate  training;  recorda  of  aeparation  or  diacharge  from 
Officer  candidate  traiaung;  recorda  of  aeparation  or  diacharge  of 
prior  acrvicemen;  financial  record  data,  certification  of  degree 
requirementa;  documenta  tendering  and  accepting  commusiona, 
documenta  verifying  nationad  agency  checka  or  background  in- 
veatigationa.  documenta  requited  or  proffered  durii^  inveatkationa 
for  diaenroQment.  legad  opmions,  lettcra  of  recommendationa.  cor- 
roboratioa  by  civ3  anthoriliea,  awarda,  citationa;  and  aOkd  papera. 

Authority  for  aaafakcnaucc  of  the  ayatem:  Title  k)  U.S.C.,  chapter 
103;  milita^  selective  aervke  act  of  l967.aection  6  (30  U.S.C.  App 
436);  10  use  8012. 

Routfac  nam  el  recorda  mahtained  hi  the  syatem,  faaclndiag  catrg^ 
rica  of  uaera  and  tbs  pnrpoaes  of  such  nam:  Informatioa  coated  ia 
for  the  purpoae  of  recruiting  and  qualifying  a  candidate  for  ac- 
deptaiKe  aa  an  AFROTC  cadet,  continuing  the  cadet  in  the  pro¬ 
gram  and  awarding  an  Air  Force  commiaaion.  Each  detachment, 
located  at  its  host  institution,  is  the  routine  user  for  the  members  in 
its  parteular  program.  AFROTC.  MaxweH  AFB.  AL.  is  a  user  by 
exception,  that  is.  data  is  request^  from  the  routine  user  if  there  is 
an  aberration  in  the  qualification  of  an  individual  for  acceptance, 
continuation  or  graduation  from  the  ROTC  progrw.  AfROTC  ex- 
eciaca  waiver  authority  that  enables  deserving  individuals  to  remain 
in  the  program  on  a  condhional  basis  U  they  perform  below  stan¬ 
dards.  AFROTC  also  requests  data  for  diaenroOmenta.  changes  in 
categories  and  graduation  dates.  Additionally,  AFROTC  requests 
data  from  the  routine  user  for  congressional  inquiries,  apecial  pit^ 
jecta,  awards,  honors  and  inter-servke  ROTC  transfers.  Air 
University  (AU).  as  a  Major  Command,  supervises  execution  of 
laws,  plans  and  poBcks  relatmg  to  AFROTC,  as  such,  AU  requires 
information  in  exercising  its  Command  and  Control  functioo,  i.e.. 
Major  Command  inspectiona,  waiver  authority,  and  data  reporting 
to  superior  agencks. 

Folldca  and  practices  far  atorhig,  retrieving,  accruing,  retaining, 
and  dhpestng  of  reenrda  in  the  system: 

Storage:  The  life-cycle  of  the  records  begins  with  the  application 
and  testing  of  the  candidate.  Documents  estaMishiag  qua^ication 
and  satisfaction  of  criteria  along  with  contracts  and  allied  docu¬ 
ments  establish  the  cadet  record.  Progress  documents,  counseling 
sheets  and  performance  records  are  maintained  until  gr^uation  and 
commissioning.  Finally,  the  records  are  destroyed  one  year  after 
commisaioning.  An  exception  to  the  one  year  retention  is  the  record 
of  a  ■  diaenrolee,  one  who  does  not  complete  the  program  nor 
receive  a  commiaaion.  Under  these  circumstances,  the  cadet  r^rd 
is  maintained  for  three  years.  Further  disposal  of  records  is  by 
burning,  puling  or  tearing  into  pieces. 

Rcdlcvability:  Records  are  retrieved  by  name,  social  security 
number  and  detachment  number  as  paper  records  in  file  folders. 

Safeguards:  Safeguards  are  storage  in  file  cabinets  that  are  ac¬ 
cessible  to  the  detachment  staff  and  the  individual  concerned. 
AFROTC  employs  a  locked  rotary  diebold  power  fBe  and  file 
cabineta  accessible  to  the  staff. 

Rctandan  and  dhpaanl:  Records  are  destroyed  by  standard  means 
one  year  after  a  ca^t  ia  commissioned.  DisenroOed  cadets;  records 


ue  retained  for  three  years  and  then  destroyed  by  tearing  into 
pkees,  maacerating,  or  burning. 

Syatem  maaager(s)  and  addrem:  Director  of  senior  program,  Air 
Force  Reserve  Offker  Training  corps  MaxweO  AFB,  AL  36112; 
and  detachment  Commander  of  the  appropriate  AFROTC 
detachment. 

NetWeaden  pmccdnrc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  tte  detachment  Commanders  of  their  partkular 
AFROTC  detachment  indicating  thehr  name  and  social  sccurky 
number.  However,  if  their  request  for  information  involves  an  in¬ 
vestigation  for  diaenroDment,  the  addressee  k  AFROTC/SDA, 
MaxweO  AFB.  AL  36112,  both  addresses  may  be  visited  by  the 
requester. 

Record  aceem  procednrea:  Requests  from  individuals  should  be 
addressed  to  the  detachment  Commanders  of  their  particualr 
AFROTC  detachment.indkating  their  name  and  social  security 
number.  However,  if  their  request  for  information  involves  an  in¬ 
vestigation  for  diaenroDment,  the  addressee  k  AFROTC/SDA, 
MaxweO  AFB.  AL  36112,  both  addresses  may  be  vkhed  by  the 
requester. 

Contesting  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contestmg  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categerks:  Sources  of  records  in  the  system  are 
educational  institutions,  secondary  and  higher  kaming;  government 
agencks;  civilian  authoritks;  financial  institutions;  previous  em¬ 
ployers;  individual  recommendations,  intervkwing  Officers;  and 
civilian  medkal  authoritks. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F04501  OKPNQSB 

System  naBM:  04301  OKPNQSB  Air  Force  ROTC  Fkid  Training  Ad- 
minktration  System. 

Syatem  location:  At  Air  Force  installations  hosting  fkld  training 
and  AFROTC  detachmenta.  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force’s  systems  notke. 

Categories  of  indivldnak  covered  hy  the  syatem:  AFROTC  cadets. 

Categories  of  records  ha  the  system:  Student  assignment/orders,  in¬ 
processing  checklist,  counsel^  record,  driO  evaluation,  weekly 
quarters  inspection  discrepancy  report,  observation  worksheet,  stu¬ 
dent  performance  report. 

Authority  for  matetenance  of  the  system:  PI  88-647  amending  titk 

10.  use. 

Routlac  uses  of  recorda  maintained  In  the  system,  faKlading  catego¬ 
ries  of  users  and  the  pnrpMes  of  such  naes:  Used  in  management  of 
fkld  training.  FoDowmg  fkld  training,  mformation  k  used  to  deter¬ 
mine  recommendation  for  further  AJllOTC  training  and  qualifka- 
tion  for  commissioning. 

Policies  and  practlcea  lor  storing,  retrieving,  accessing,  retaining, 
and  dkpaalng  of  records  In  the  syalcm: 

Storage:  Maintained  in  fOe  folders. 

RctrievablHly:  FQed  by  Name  and  by  Social  Security  Number 
(SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  pcrson(a)  responsibk  for  servking  the  record  system 
in  performance  of  their  offkial  dutks.  BuOding  locked  after  duty 
hours. 

Retentloa  and  disposal:  At  installations  hosting  fkld  training 
destroy  upon  compktion  of  encampment,  at  AFROTC 
detachments,  place  in  student’s  records  fik.  Retained  in  offke  fiks 
for  one  year  after  annual  cut-off.  then  destroyed  by  tearing  into, 
pieces,  shredding,  puling,  macerating,  or  burning. 

Syalcm  maaagsr(s)  and  addrem:  Director  of  senior  program, 
AFROTC/SD,  MaxweD  AFB.  AL  36112 

NotUkation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Indkate  name.  Social  security 
number  and  AFROTC  detachment 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contcstlag  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categoriea:  Fkld  training  staff,  academk  and  train¬ 
ing  Offker  reports 
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PRIVACY  ACT  ISSUANCES 


Sjritcaa  cicaptcd  (i«a  ccrUte  pivtWmh  tkc  act:  NONE 
F04501  MPNOSC 

Syaica  aaaic:  AFROTC  ficM  training  assignient  tytteni. 

Syalrai  locatfaa:  AFROTC/SDT 

At  Headquarter*  Air  Univeraity,  Maxwell  Air  Force  Bate.  AL 
36112. 

Categortea  af  bdivklBala  covered  by  the  ayateai:  AFROTC  cadets 
and  active  duty  military  personnel  assigned  to  AFROTC. 

Categories  ol  records  la  the  systeui:  Personnel  assignment  request, 
availability,  and  actual  assignments. 

Authority  for  matatcnaacc  of  the  system:  PI  88-647  amending  title 
id.  US  Code. 

Routiac  uses  af  records  maiataiaed  fas  the  system,  iacindlag  catego¬ 
ries  of  users  aad  the  parpooea  of  such  uses:  System  is  used  to  assign 
staff  and  students  to  field  training  locations 

PoUcica  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  dispoaiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retiicvablllty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  persoo(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retcntlaa  and  dlspasal:  Retained  in  office  files  for  one  year  after 
armual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcr(s)  aad  addrem:  Director  of  senior  program, 
AFROTC.  MaxweD  AFB  al  36112. 

Nadflcatioa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Individuals  must  provide  name,  SSAN,  and  unit  of  assignment. 

Record  aceem  procedarss:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing,  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  AFROTC  detachment  personnel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F04501  OKPNQSD 

System  name:  Flight  instruction  program  (FIP). 

System  location:  AFROTC/SDA 

At  Headquarters  Air  University,  Maxwell  Air  Force  Base,  AL 
36112.  and  at  AFROTC  detachments,  official  mailing  addreddes  of 
the  detachments  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force:*  system  notice. 

Categories  af  fadhrlduals  covered  by  the  system:  AFROTC  cadets 
enrolled  in  FIP  and  contractors. 

Categories  of  records  in  the  system:  Student  eligibility  record, 
grade  sheets  and  performance  record  ,  conunseling  and  interview 
record,  training  certificates,  waiver  and  elimination  actions. 

Authority  for  mafastenaacc  of  the  system:  PI  88-647  amending  title 
101  US  Code. 

Routfae  uses  of  records  maiatalucd’ in  the  system,  luclodiBg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  in 
monitoring  cadets  progress  in  FIP  and  to.  determine  cadets  qualifi¬ 
cations  for  further  Air  Force  pilot  training. 

Policies  aad  practices  lor  storing,  retrieving,  accessing,  rctainiBg, 
aad  dispoaiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabiUty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 


System  managerfs)  aad  addrem:  Director  of  senior  program, 
AFROTC.  MaxweD  AFB  AL  36112. 

NatifIcatlaB  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requests  should  include  name,  SSAN.  detachment  number  of 
requestor. 

Record  accem  proced  arcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Sources  of  records  in  the  system  are 
the  flight  instructors,  detachment  FIP  project  Officers,  and  FAA 
flight  examiners. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F04501  02SCEYA 

System  name:  04501  02SCEYA  Military  Personnel  Folders. 

System  locatioa:  Air  Force  Inspection  and  Safety  Center.  Norton 
Air  Force  Base,  CA  92409.  Personnel  Division  (DP). 

Categories  of  indhridBals  covered  by  the  system:  AU  active  duty 
and  Air  Force  Reserve  personnel  assigned  or  attached  to  the  Air 
Force  Inspection  and  Safety  Center  (AFISC). 

Categories  of  records  in  the  system:  Performance  reports  rendered 
while  assigned  to  AFISC  AF  Forms  2095  and  2096  AF  Forms  7  and 
II  AF  Form  298-1.  record  individual  person  enlisted 

Authortty  lor  malnteuancc  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  management  of 
military  personnel  assigned  and  attached  to  AFISC.  Used  by  com¬ 
manders,  directors,  supervisors. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoahig  af  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Locked  cabinet. 

Rctrievabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
the  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms.  Controlled  by  sign  out  logs. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning.  Six  months  after  departure. 

System  managerfs)  aad  addrem:  Chief  of  Personnel  Office,  Air 
Force  Inspection  and  Safety  Center,  NoitonAFB,  CA. 

NotlllcatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aecem  procedarm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Commander  Directors 
Supervisors  gain  access  through  the  system  manager. 

Coatcsthig  record  proccdurm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rccard  source  categories:  Information  obtained  from  automated 
system  interfaces,  field  personnel  records  maintained  by  Base  Per¬ 
sonnel  Office,  Officers  Command  Selection  Group  Records,  and 
from  the  individual  concerned. 

Systems  exempted  from  certain  provWons  of  the  act:  NONE 
F04501  07YLNGA 

System  name:  Reserve  Officer/ Airman  personnel  data  card  index 

System  locatioB:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 

And  at  each  Air  Force  Office  of  Special  Inves^gations  (AFOSI) 
District. 

Categories  of  iadlvldBals  covered  by  the  system:  AFOSI  reserve 
personnel. 

Categories  of  records  in  tte  system:  Index  cards  containing  per¬ 
tinent  personnel  data  to  include  promotion  dates.  Officer  effective¬ 
ness  report  data,  list  of  active  duty  tours,  service  schools  attended, 
civilian  occupation  and  education,  locator  data,  security  clearance 
and  date  granted,  and  assignment  data.  n 
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Aslkwlty  Im-  •<  Ikt  tjrtlMi:  44  USC  3101 

Rovtiac  UM  •(  rcc«r<b  ■■tatalacd  la  the  lyfllcai,  iaciadlat  catefa- 
rks  af  asm  aad  the  paryaacs  a(  each  aaes:  Used  by  the  Chief. 
Reserve  Affairs  and  Personnel  Procurement  Division  to  maintain 
current  routine  data  on  all  mobilization  augmentees.  Used  by 
AFOSI  district  Commanders  to  effect  a  timely  and  orderly  recaO  of 
reserve  personnel  upon  notification  of  national  emergency  and  to 
effectively  utilize  such  individuals  based  on  previous  experience 
and  education. 

PaHctes  and  practkss  far  storing,  retrieving,  accessing,  retaining, 
and  dlapasing  af  records  fa  the  qrstem: 

Starage;  Maintained  in  card  files. 

Retrlevablllly:  Filed  by  Name. 

Salcgnarda:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  arc  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  arc  properly 
screened  and  cleared  for  nced>to>know. 

Records  are  stored  in  security  file  contamers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Ralentisn  and  dl^maal:  Retained  in  office  files  untfl  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managetfs)  and  addram:  Commander,  Air  Force  Office  of 
Special  Investigations 

Nstllh  alien  pracednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  pracadnres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Canicathig  raeard  pmccdnrsa:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  a|^>ealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Raeard  saarct  categories:  Data  is  extracted  from  individual  train¬ 
ing  and  military/  civi&n  personnel  records. 

Systems  exempted  from  certain  provisisns  of  the  act:  NONE 
r04SdlX0IACYVA 

Syatam  naase:  04501X0IACYVA  Air  Force  Service  Data  of  Em¬ 
ployees  and  Relatives. 

System  lacatien:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  Indhridnals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnd. 

Catcfortes  of  records  M  the  system:  Personal  daU  of  active  duty 
military  personnel  and  civilian  employees  or  a  relative  of  either 
who  are  assigned  to  the  Air  Reserve  Personnel  Center,  Members  of 
the  Air  Force  Reserve  or  Air  National  Guard. 

AatharRj  lor  malntcnaacc  of  the  system:  10  USC  273. 

Routine  BSCS  of  records  maintained  in  the  system,  Isclndlng  catego¬ 
ries  of  Baers  and  the  parpoaes  of  each  aaes:  Information  is  used  to 
identify  a  master  personnel  record  and  place  it  in  a  more  secure  file 
which  has  a  hmited  access,  when  completed,  the  form  is  maintained 
and  used  by  the  records  maintenance  division  (DPFR)  Air  Reserve 
Personnel  Center. 

Policies  and  practices  far  staring,  rctrieviBg,  arermtsg,  retaining, 
and  dlspooiag  of  records  hi  the  system: 

Storage:  Maintained  in  card  files. 

Rctiicvabillly:  Filed  by  Social  Security  Number  (SSN). 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  personfs)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  stored  in  Iwked 
cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  nntfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manageefs)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPO,  7300  East  First  Avenue,  Denver,  CO  80280. 


Notification  procedarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue.  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  aceem  pracedaras:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP.  7300  East  First  Avenue.  Denver.  CO  80280; 
telephone  (303)  3Si4-4667. 

Ceatesting  record  procedarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  individual,  member  or 
relative. 

Systems  exempted  from  certain  provlstoas  oi  the  act:  NONE 
P04501X0IACYVB 

System  name:  04501 XOIACYVB  Air  Force  Reserve  Applications  for 
Extended  Active  Duty. 

System  locatioa;  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue.  Denver,  CO  80280. 

Categories  el  iadhridnals  covered  by  the  system:  Air  Force 
Reserve  and  Air  National  Guard  personnel. 

Categories  of  records  In  the  eystem:  Application  for  extended  ac¬ 
tive  duty  correspondence  and  r^ted  documents. 

Authority  lor  malateaance  of  the  system:  10  USC  672d. 

Routine  Bsee  of  records  mafaitaiBcd  M  the  system,  inclading  catego- 
riee  of  aeers  and  the  parpoaes  of  each  uses:  To  determine  if  in¬ 
dividual  b  qualified  for  voluntary  entry  on  extended  active  duty  if 
the  individual  b  qualified  and  a  procurement  quota  b  avaflable 
when  the  entry  on  extended  active  duty  b  accomplished. 

PoUdes  and  practices  lor  storing,  retrleviaig,  acccssiag,  retaining, 
and  dbpoolng  of  rocarde  M  the  system: 

Storage:  Maintained  in  fib  folders. 

Rotrlevability:  Fibd  by  Name  and  Social  Security  Number  (SSN). 

Safegaards:  Records  are  accessed  by  custodbn  of  the  record 
system  and  by  person(s)  responsibk  for  servicing  the  record  system 
in  performance  of  then  official  duties  who  are  property  screened 
and  cleared  for  need-to-know. 

Rsteatien  aad  disposal:  Retained  in  office  ffles  until  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding.  pa4>ing,  macerating,  or 
burning. 

System  maaager(s)  aad  addrem:  Commander  Ab  Reserve  Person¬ 
nel  Center  (ARK)  7300  East  First  Avenue,  Denver,  CO  80280. 

Notificatloa  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Documentation  Management  Offker,  ARPC/DADP. 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name.  SSN,  current  mailing  address 
and,  if  known,  the  case  (controO  number  on  correspondence 
received  from  ARPC.  Records  may  be  revkwed  in  the  Records 
Revkw  Room,  Ab  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  theb  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  aad  some 
verbal  information  that  could  verify  the  person’s  identification. 

Recoed  aeccm  pracedaras:  Individuab  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer. 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
tekpbone  (303)  394-4667. 

Caatcadag  record  pracedares:  The  Ab  Force’s  rules  for  access  to 
records  and  for  contesdag  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  searce  categories:  information  from  individual  applying  for 
extended  active  duty. 

Systems  exempted  fraas  certaia  prsvbiiae  of  the  act:  NONE 
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PRIVACY  ACT  ISSUANCES 


ro45«ixeucYVD 

Syftm  aaiic:  04S0IX01ACYVD  Air  Force  Reserve  Officer  Trainint 
Corps  (AFROTC)  Contract  Violators. 

Systca  locatiM:  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue,  Denver,  CO  80280. 

Catcforles  of  MKIdnals  covered  by  tbe  systca:  Air  Force 
Reserve  personnel  * 

Categories  of  records  la  the  systa:  Cards  reflecting  incoming 
referrab  annotated  with  name.  Social  Security  Number  (SSN),  ad¬ 
dress  and  resume  of  actions  taken 

Aatborlty  for  maiatcaaacc  of  the  system:  10  USC  2107  financial 
assistance  program 

Roatlae  uses  of  records  malataiBed  ia  the  system,  iacladiag  catego¬ 
ries  of  asers  aad  the  purposes  of  sacb  uses:  To  control  and  account 
for  AFROTC  contract  violator  cases.  Used  by  military  personnel 
technicians  for  central  accounting  of  AFROTC  contract  violator.  * 

Policies  aad  practicea  for  storlag,  retrleviag,  accesstag,  retalalag, 
aad  dkposlag  of  records  ha  the  system: 

Storage:  Maintained  in  card  fiks. 

RetrlevabUlty:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties. 

Retcatlon  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagetfs)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPO,  7300  East  First  Avenue,  Denver.  CO  80280. 

NotMcatlea  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  First  Avenue,  Denver,  CO  80280.  Written  requests  for  infor¬ 
mation  should  contain  fuD  name,  SSN,  current  mail^g  address  and, 
if  known,  the  case  (control)  number  on  correspondence  received 
from  ARPC.  Records  may  be  reviewed  in  tbe  records  Review 
Room,  Air  Reserve  Personnel  Center,  7300  East  First  Avenue, 
Denver,  CO  between  8:00  am  and  3:00  pm  on  normal  work  days. 
Visitors  wishing  to  see  their  records  should  provide  a  ciirrent 
Reserve  identification  card  and/or  driving  license  and  some  verbal 
information  that  could  verify  the  person’s  identification. 

Record  aceem  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667.' 

Coatesdag  rccard  proccdarcs:  The  Air  Force’s  niles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  saarcc  categories:  Information  from  Commandant 
AFROTC.  Maxwell  AFB  Alabama  36112. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FO45O1X0UCYVE 

System  name:  04301 XOIACYVE  Involuntary  RecaO. 

System  locatloa:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  at  individuals  covered  by  tbe  system:  Air  Force 
Reserve  personnel 

Categories  el  records  la  the  system:  Documents  consist  of  listings 
of  incoming  refeirals  with  name.  Social  Security  Number  (SSN), 
line  number  and  resume  of  actions  taken. 

Authority  for  maiatcaaacc  of  the  system:  10  USC  8012 

Routine  uses  of  records  malataiacd  ia  the  system,  including  catego¬ 
ries  of  asers  aad  the  purposes  of  sack  uses:  To  control  and  account 
for  involuntary  recall  of  nonpartkipating  Airmen.  Used  for  control 
by  military  personnel  technicians. 

Policies  aad  practices  for  storing,  retrleviag,  accessing,  retaining, 
and  dkposiag  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Rctrlevabillty:  Filed  by  name.  Social  Security  Number  (SSN)  and 
line  number. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 


Rctcatloa  aad  disposal:  Retained  in  office  ffles  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  nnd  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC)  '7300  East  First  Avenue,  Denver.  CO  80280. 

NodBcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver,  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  fuO  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Record  aceem  proccdarcs:  Individuals  can  obtain  assistance  in 
gaming  access  from  the  Documentation  Management  Officer. 
ARPC/DADP.  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Coatestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  the  National  Guard 
Bureau,  Wash,  DC.  20310.  Headquarters  Air  Force  Reserve/DPAA 
Robins  AFB  Georgia  31098.  ARPC/DPRM,  7300  Easst  First 
Avenue,  Denver,  CO  80280. 

Systeau  exempted  from  certain  provUoas  of  the  act:  NONE 
F04501X0MUHHZA 

System  aauM:  Reserve  medical  service  corps  Officer  appointments. 

System  locatloa:  Headquarters  Air  Force  Reserve  (AFRES) 
Robins  Air  Force  Base,  AFB,  GA  31098. 

Categories  of  ladlviduab  covered  by  the  system:  Air  Force  reserve 
medical  service  corps  Officer  applicants 

Categories  of  records  ia  the  system:  Status  and  actions  taken  dur¬ 
ing  the  processing  of  applications  for  appointment. 

Authority  for  maiatcaaacc  of  the  system:  10  USC  8012. 

RoatlBC  asm  of  records  maintained  ia  the  system,  includiag  catego- 
rlm  of  users  aad  the  purposes  of  sack  uses:  Provides  a  ready 
reference  and  status  of  all  applications  and  the  actions  accom¬ 
plished  during  the  processing  of  each. 

PoUdm  aad  praetkm  for  storlag,  retrieviag,  accemiag,  retaining, 
aad  dlsposiag  of  records  ia  the  system: 

Storage:  Maintained  in  card  files. 

Rctrlevabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  commanders  of  medical 
centers  and  hospitals. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcatloa  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  addrem:  Command  surgeon  Headqu^ers 
Air  Force  Reserve,  Robins  AFB,  GA  31098. 

Notlflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorim:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provUoas  of  the  act:  NONE 
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r04S«2  OlACYVA 

Syfltm  Mac:  04502  OlACYVA  Inactive  Duty  Traininf,  Extension 
Course  Institute  (ECO  Training 

Syaica  location:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280.  * 

Categories  ol  Indivkiaab  covered  by  the  systca:  authorization  for 
inactive  duty  training, authorization  for  individual  inactive  duty 
training  (for  nonpay  status  only;for  pay  status  autboriza- 
tion).certificate  of  completion  issued  on  completion  of  volume  of  a 
course. 

Categories  of  records  in  the  system:  Point  credit  source  documents 
maintained  on  active  air  force  reserve  member. 

Authority  lor  maintenance  of  the  system:  10  USC  1331,  1332  and 
1333. 

Routine  uses  of  records  msintaiacd  in  the  system,  iacindiag  catego- 
rbs  of  nsers  and  the  purposes  of  such  uses:  The  record  shows  the 
completion  of  each  volume  of  a  correspondence  course  by  a 
reservist  and  shows  training  performed  for  either  paid  or  nonpaid 
status.record  is  used  by  mSitary  personnel  clerks  to  audit  a 
reservist  point  credit  account.it  is  used  as  a  cross  check  to  insure 
accuracy  of  the  reservists  yearly  point  credit  account  as  it  pertains 
to  his  pay  account 

Psttdes  and  practices  for  starhig,  retrieving,  accessing,  reUinIng, 
and  dhpaaing  of  rscords  In  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rstricvablllty:  Filed  by  Name  and  Social  Security  Number 
(SSAN). 

Safeguards;  Records  are  accessed  by  custodian  of  the  record 
system  and  by  pcrson(s)  responsible  for  servicing  the  record  system 
in  performance  their  official  duties  who  arc  properly  screened 
and  cleared  for  need-to-know.  Records  are  protectml  by  guards. 

Retendan  and  dispsaal:  Inactive  duty  training  documents  are 
destroyed  after  3  yean.  ECI  certiDcate^duplicates)  are  destroyed 
six  months  after  reservist  receives  his  copy. 

System  managerfs)  and  addrem:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC)  ,  7300  East  Pint  Avenue,  Denver,  CO  80280. 

Natifh  alien  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  Fhet  Avenue,  Denver,  CO  80280.  Written  re<|uests  for  in¬ 
formation  should  contain  fuO  name,  SSN,  current  mailiiig  address 
and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CoO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Racerd  aceem  precedurm:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

Centestlng  rccerd  precednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  senree  catcgorlee:  information  from  individual  reservist, 
Air  National  Guard  a^  Air  Force  Reserve  unit 

Systcass  exempted  from  certain  provtaions  of  the  act:  NONE 
FOSOOl  OBXQPCA 

System  naase:  05001  OBXQPCA  Cadet  Information  Card 

System  lecatfon:  At  United  States  Air  Force  Academy,  CO  80840 

Categories  of  indlvldnals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

CategorlcB  of  records  In  the  system:  Cadet  Information  Card 

Authority  for  malntenanee  of  the  system:  10  USC  903,  10  USC 
8012 

Routine  uses  of  records  maintained  in  the  system,  heinding  catego¬ 
ries  of  users  and  the  pnrpoam  of  such  nses:  Purpose  of  System:  In¬ 
dividual  cards  on  cadets  listing  name,  date  of  birth,  SSN,  admission 
examination  scores,  course  grades  and  instructor  evaluations  con¬ 
cerning  aptitude,  attitude  and  performance.  Category  of  User: 
Faculty  deputments.  SpeciGc  Use:  Used  to  ev^ate  potential 
cadets  for  commissioned  service  and  to  evaluate  potential  as  future 
mstructor. 


PoHdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

RetrievaMIlty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  thek  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Rctcadoa  and  disposal:  Retained  at  USAF  Academy,  CO  80840  in 
the  departmenUs).  Destroyed  by  tearing  into  pieces,  shredding, 
macerating  or  burning  after  purpose  has  been  served  or  five  years 
after  graduation. 

System  managers)  and  addrem:  Dean  of  Faculty,  United  States 
Ak  Force  Acaitomy,  CO  80840 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Ak  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Faculty  instructors. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FOSOOl  OBXQPCB 
System  naam:  Academic  Scheduling 

System  location:  At  United  States  Ak  Force  Academy,  CO  80840. 

Categories  of  indlvldnals  covered  by  the  system:  Ak  Force  Acade¬ 
my  cadets. 

Categories  of  records  to  toe  system:  Listings  of  all  cadet  academic 
scheduies  including  cadet  final  examination  schedules;  rosters  of 
cadets,  by  course,  taking  final  examinations;  extra  instruction  or 
hosphri  instruction  schedules;  roster  of  cadets  requesting  permis¬ 
sion  to  enroll  in  independent  study,  or  authorized  to  drop  or  add 
courses;  listing  of  course  rosters  prepared  for  current  semester  in¬ 
dicating  individual’s  enrollment  by  course  section;  reports  of 
reasons  for  cadet  absences  or  lateness  for  academic  causes;  hsting 
of  cadets  improperiy  registered  in  classes. 

Authority  lor  maintenance  of  the  system:  10USC903 

Routine  nses  of  records  maintakBcd  in  the  system,  incinding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  nses:  Fiirpose  of  System:  Pro¬ 
vide  both  cadet  and  instructors  of  schedules  of  classes  and  class¬ 
rooms  and  an  explanation  for  any  deviation  from  these  schedules. 
Categ(Hy  of  Users:  Cadets  and  Etean  of  the  Faculty  staff.  Specific 
Uses:  Used  to  provide  locator  and  scheduling  information  and  to 
provide  propos^  course  offering  information,  change  current  and 
future  semester  course  enrollments,  reschedule  cadets  and  establish 
criteria  for  resectioning  cadets  in  thek  courses  during  the  academic 
year. 

Policies  and  practices  for  storing,  retiievfaig,  acceming,  retaining, 
and  (Usposing  of  records  fas  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  fQes. 

Maintained  on  computer  paper  printouts. 

Rctrtevablllty:  Filed  by  Name. 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  thek  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  Director  of  Counseling  and 
Scheduling 

Notification  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 
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background,  and  information  on  previous  attendance  at  the  Air 
Force  Short  Course  in  Communication. 

Authority  lor  asaiutcnaacc  of  the  system:  10  USC  8012 

SouthM  nam  ol  records  malntaluad  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Information 
Career  Management  StMf  Officer,  Air  Force  Military  Personnel 
Center  (AFMPC/DPMROS4D),  Randolph  AFB  TX  78148,  and  by 
the  Chief,  Office  for  Resources  and  Projects,  Secretary  of  the  Air 
Force  Office  of  Information  (SAF/OIR),  Washington  DC  20330,  to 
determine  eligibility  of  Information  Officers  to  attend  future  classes 
in  the  Air  Force  Short  Course  in  Communication. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  rctalnlag, 
and  dlsp using  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrlevablllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  fil4s  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  and  address:  Director  of  Information,  Office 
of  the  Secretary  of  the  Air  Force  (SAF/OD 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Academic  Detachment  Liaison  Non-Commissioned 
Officer  (SAF/OIOL),  780  Van  VIeet  Oval,  Room  334,  University  of 
Oklahoma,  Norman,  OK  73069.  Telephone:  (403)  325-1804. 

Record  access  procedures:  Individuals  can  obtain  assistance  from 
the  Academic  Detachment  Liaison  Non-Commissioned  Officer  or 
from  the  Chief,  Office  for  Resources  and  Projects,  Secretary  of  the 
Air  Force  Office  of  Information,  addresses  as  given. 

Contestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Data  extracted  from  surveys  of  aD  In¬ 
formation  Officers  provided  by  Major  Air  Commands  and  Separate 
Operating  Agencies  on  aD  assigned  Information  Officers.  Uf^ated 
annually. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


Record  accom  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
audkors,  and  so  forth. 

Systems  exempted  from  certaM  provisions  of  the  act:  NONE 
FOSaei  OBXQPCH 

System  name:  Collateral  Training  Records 

System  locatloa:  At  United  States  Air  Force  Academy,  CO  80840 

Categories  of  indlvldnals  covered  by  the  system:  USAF  Academy 
cadets  enrolled  in  courses  of  the  Academy  Navigation  Division. 

Categories  of  records  hi  the  system:  Exam  answer  sheets, 
takehome  exercises,  flight  mission  grade  sheets. 

Authority  for  malntenaace  of  the  system:  Pub.  L.  89-534,  Sept.  6. 
1966,  80  SUL  379,  10  USC  8012 

'  Routine  uses  of  records  maiutalned  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintain  a  record  of 
scores  and  grades  accumulated  during  the  academic  year.  Assigned 
officers  and  secretarial  sUff  of  the  Navigation  Division.  USAFA. 
Used  to  resolve  any  questions  of  validity  of  cadet  grades. 

PoUcics  and  practices  tor  storing,  rctriering,  accessing,  retalnlag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievablllty:  FSed  by  Name. 

F3ed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  stored  in  locked  cabineU  or  rooms. 

Navigation  Division  instructor  staff  and  secrctrial  staff  who  are 
responsible  for  servicing  the  record  system  in  performance  of  offi- 
cal  duties  have  access. 

Retentloa  and  disposal:  AO  material  in  system  with  the  exception 
of  final  examination  answer  sheeu  are  retained  for  90  days  after 
the  end  of  the  semester  in  which  administered  or  untO  the  cadet 
graduates,  whichever  is,  sooner.  Final  examination  answer  sheeU 
are  destroyed  after  one  year  or  when  the  cadet  graduates, 
whichever  is  sooner.  AD  maurial  to  be  destroyed  is  boxed  and  pul¬ 
verized  in  accordance  with  the  aforementioned  time  frame  by  the 
IXrector  of  Logistical  Support  and  Plans  (DFSAS),  USAFA. 

System  maaagcr(s)  and  address:  Commandant  of  CadeU  (CW), 
USAF  Academy,  CO  80840 

Netlflcation  procedure:  RequesU  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requesting  individuals  wdl  be  required  to  supply  fuD  name,  cadet 
number,  and  social  security  account  number  (SSAN).  Requests 
must  first  be  addressed  through  the  Commandant  of  Cadets  (CW) 
before  obtaining  specific  data  from  the  Navigation  Division 
(CWIN). 

Record  access  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contestlag  recerd  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determuMtions  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aonrcc  categories:  Information  obtained  from  cadet  testing 
and  flight  checks  during  the  academic  year. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05001  SAFOI  B 

System  name:  Information  Officer  Short  Course  Eligibility  File 

System  lecatlen:  Academic  Detachment,  Secretary  of  the  Air 
Force  Office  of  Information  (SAF/OIOL),  780  Van  VIeet  Oval. 
Room  334,  Norman,  OK  73069. 

Cntrgerirs  of  indlvldnals  covered  by  the  system:  Active  duty  Air 
Force  Information  Officers  in  the  grades  of  2nd  Lieutenant  through 
ColoncL 

Cntsgsrifi  of  raeords  in  the  system:  Brief  service  history 
(inchidhig  current  grade  and  duty  location),  educational 


FtSOOl  OBXQPBB 

System  name:  USAF  Academy  Cadet/Nominee/Applkants  Athletic 
Records 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  indlvldnals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets.  Air  Force  Academy  nominees/applicants. 

Categories  of  records  in  the  system:  Records  cover  athletic  par¬ 
ticipation  by  cadets,  nominees,  and  applicants,  contest  results, 
news  articles  and  athletic  back^ound  i^ormation.  Include  Roster 
S:  of  squadron  teams,  cadet  participation  in  high  school,  intercol¬ 
legiate  sports,  athletic  questionnaire,  physical  educa-  tion  grades, 
test  scores,  participation  absentee  and  injury  records,  congressional 
correspond-  ence  between  candidate  and  congressman,  regarding 
Academy  appointment  (used  by  athletic  persontael  only). 

Authority  for  malntcuancc  of  the  system:  10  USC  8012. 

Routlac  uses  of  records  mafotaiued  fo  the  system,  including  catego¬ 
ries  of  users  aud  the  purposm  of  such  uses:  Records  are  used  to  veri¬ 
fy  participation  in  intercollegiate  athletics  determine  athletic 
background  of  candidates  and  encourage  completion  or  appoint¬ 
ment  to  academy  record  cadet  participation  in  intramurals,  monitor 
cadets’  physical  education  progress,  determine  grades,  as  basis  for 
intramu^  awards,  background  for  biographies  and  hometown  news 
releases,  truck  intramural  injuries  and  absratees. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
mM  iMspsMag  of  records  in  the  system: 

Storage:  Maintatned  in  note  books/binders.  Maintained  on  com¬ 
puter  magnetic  tapes.  Maintained  in  file  folders.  Maintained  in  card 
files.  Maintained  as  photographs. 

Retrievablllty:  Filed  by  Name.  Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
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the  record  system  in  i^rfonnance  of  their  official  duties.  Records 
are  stored  in  security  file  containcrs/cabinets.  Records  are  stored  in 
locked  cabinets  or  rooms. 

Rctcntfon  and  dtspsaal;  AO  records,  with  the  exception  of  physi¬ 
cal  education  grades  and  test  scores,  are  TK  Grades  and  test  scores 
are  microfilmed  and  retained  as  a  permanent  record.  The  original 
card  is  retired  to  the  USAF  Academy  Staging  area  and  destroyed 
after  two  years. 

System  managcr(s)  and  addrcm:  Director  of  Athletics,  USAF 
Academy,  Co.  80804. 

NoUHcatlow  preccdurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rccerd  aceem  precodarcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatcadng  rccerd  proccdercs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rccerd  seercc  categories:  Chief  of  Intramural  Division,  in¬ 
dividuals  team  coaches,  individual  instructors,  cadet  squadron 
athletic  officer,  educational  institutions,  public  media,  individual 
candidates,  instructor  grading  worksheet,  officer  in  charge  of  in¬ 
dividual  sport,  individual  athlete  or  registrar’s  office. 

Systems  exempted  from  certain  provisloas  ef  the  act:  NONE 
rOSMl  OlACYVA 

System  name;  OSOOl  OlACYVA  Professional  Military  Education 
(PME). 

System  locatiea:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categartes  of  individnals  cavered  by  the  system:  Air  Force 
Reserve  personnel. 

Calegarics  al  recards  in  the  system:  Records  concerning  school 
(pmc)  quotas,  school  selection  boards  results  selecting  a  reservist  to 
attend  a  pme  course 

AattmtHy  far  maintenance  af  the  syidem:  10  USC  262. 

Rantine  naes  al  recards  maintained  in  the  system,  Inclnding  catego¬ 
ries  af  nsers  and  the  purposes  of  such  uses:  Used  to  monitor,  manage 
and  comply  with  the  requirements  to  fulfill  the  quotas  aUcKated  to 
reservist  by  the  office  of  primary  responsibility  at  ARPC. 

Policies  and  practices  lor  staring,  retrieving,  acceasing,  retaining, 
and  dispaaing  af  recards  in  the  system: 

Starage:  Maintained  in  file  folders/  note  books/binders. 

RetrlevablUty:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
by  other  identtfication  number  or  system  identifier. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  personfs)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties,  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  ate  stored  in  locked 
cabinets  or  rooms,  protected  by  guards,  and  controlled  by  person¬ 
nel  screening. 

Rcteatloa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  sluedding, 
pulping,  macerating,  or  burning. 

Sytlam  managerfs)  and  addrcm:  Commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue,  Denver.  CO  80280. 

Nadflcadan  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer,  ARPC/DADP, 
7300  East  First  Avenue,  Denver.  CO  80280.  Written  requests  for  in¬ 
formation  should  contain  full  name,  SSN,  current  mailing  address 
and,  if  known,  the  case  (controO  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  between  8:00  am  and  3:00  pm  on  normal 
work  days.  Visitors  wishing  to  see  their  records  should  provide  a 
current  Reserve  identification  card  and/or  driving  license  and  some 
verbal  information  that  could  verify  the  person’s  identification. 

Rccerd  access  procednres:  Individuals  can  obtain  assistance  in 
pawling  access  ^m  the  Documentation  Management  Officer, 
ARPC/DADP,  73<M  East  First  Avenue,  Denver,  CO  80280; 
telephone  (303)  394-4667. 

CsBtestiBg  rsesrd  prsccdnrcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individoal  concerned  may  be  obtained  from  the  Systems 

Manager. 


Record  ssorce  categories:  Information  from  master  personnel 
record  and  individuals  application. 

Systems  exempted  from  certaks  provisions  ef  the  act:  NONE 
FOSOOl  OJ  DOTA 

System  name:  Program  administration  records. 

System  locadoa:  Columbus  Air  Force  Base  (AFB)  MS  39701, 
Craig  AFB  AL  36701,  Laughlin  AFB  TX  78840,  Moody  AFB  OA 
31601,  Randolph  AFB  TX  78148,  Reese  AFB  TX  79489,  Sheppard 
AFB  TX  73611,  Vance  AFB  OK  73701,  Webb  AFB  TX  79720,  Wil¬ 
liams  AFB  AZ  8S224. 

Categories  of  individnals  covered  by  the  system:  Synthetic  trainer 
instructors. 

Categories  of  records  in  the  system:  Training  and  qualification 
records. 

Authority  (or  maintenance  of  the  system:  10  USC  8012. 

Rontlnc  nscs  of  records  maintained  in  (he  system,  including  catego- 
rles  of  nsers  and  the  purposes  of  such  nses:  Record  of  initial,  qualifi¬ 
cation,  and  continuation  training. 

PoUeWs  and  practices  (or  storfaig,  retrfevlag,  acceasing,  rctainteg, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrlcvabiUty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  stored  in  controlled  files. 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrcm:  Deputy  Chief  of  Staff  for  Opera¬ 
tions,  HQ  Air  training  Command,  Randolph  AFB,  TX  78148. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaiwing  access  from  the  Systems  Manager. 

Contestteg  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  (or  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Panels,  auditors,  and  individual’s  per¬ 
formance  during  training.  Prepared  on  behalf  of  the  Air  Force  by 
boards,  committees.  Information  obtained  from  source  documents 
(such  as  reports). 

Systcau  exempted  from  certain  provisions  of  the  act:  NONE 
FOSOOl  OJ  DP  A 

System  name:  Faculty  board  ledger. 

System  location:  Headquarters  Air  training  Command  (ATC) 
Deputy  Chief  of  Staff  for  Personnel  (DCSP),  Randolph  AFB,  TX 
78148. 

Categories  of  individuab  covered  by  the  system:  All  Officers  who 
meet  a  facul^  board  for  elimination  from  undergraduate  navigator 
or  pilot  training  programs. 

Categories  of  records  In  the  system:  Composite  listing  containing 
board  documentation. 

Anthorlty  lor  maiatenaacc  of  the  system:  10  USC  8012. 

Routine,  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  DCS/P  uses  ledger  to 
monitor  case  timeliness. 

PoUdea  and  practices  for  storing,  retrieving,  accessing,  retainksg, 
and  dbpooing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrlevabllity:  Ffled  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Stored  in  locked  building. 

Retention  and  dbposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 
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PRIVACY  ACT  ISSUANCES 


Sjrftca  BaMigcrCB)  aad  addrcH:  Headqoaiten  Air  Tnuning  Com¬ 
mand,  Deputy  Chief  of  Staff  Personnel  Randolph  Air  Force  Base 
Texas.  78148. 

Nadficatkm  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
jainiwg  acccss  from  the  Systems  Manager. 

Contesting  reenrd  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contestmg  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certaM  provisloas  of  the  act:  NONE 
F05001  diMPtSB 

Syslcm  name:  Student  collateral  training  records. 

System  location:  At  Officer  Training  School  USAF  Lackland 
AFB  TX  78236. 

Categories  of  individnals  covered  by  the  system:  Students  in 
precommissioning  training. 

Categories  of  records  in  the  system:  Student  performance  records 
and  subjective  evaluations. 

Anthority  far  mabtenaace  of  the  system:  10  USC  8012. 

Rontine  nses  of  recards  maintahMd  in  the  system,  iacinding  catego¬ 
ries  af  users  and  the  pnrposes  af  snch  nses:  Evaluation  of  student’s 
potential  for  commissioning. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disp Sling  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RctrievablUty:  Filed  by  Name. 

Safeguards:  Records  arc  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rstsntion  and  disposal:  Maintained  fw  2  years  then  destroyed  at 
records  staging  area  by  tearing,  macerating,  pu4>ing,  shredding  or 
burning. 

Retained  in  office  files  for  two  years  after  annual  cut-off,  then 
destoyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcifs)  and  addrem:  Deputy  Commander  for  Military 
Training  ,  Officer  Training  School,  Lackland  AFB  TX  78236. 

NotiBcatioa  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Maiuger. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Internal  testing  and  instructor  and  peer 
observation. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
F054M1  OMUHHZA 

System  name:  Undergraduate  pilot  and  navigator  training. 

System  location:  Air  Force  Reserve  (AFRES)  Robins  Air  Force 
Base  OA  31098. 

Categories  of  individHals  covered  by  the  system:  Personnel 
selected  for  Officer  Training  School,  undergraduate  pilot  training, 
initial  luvigator  training. 

Categories  af  records  in  the  system:  Data  contained  in  standard 
AF  mibtary  personnel  fOe. 

Antharlty  lor  mahstcnance  of  the  system:  10  USC  8012. 

Rontiae  uses  of  records  maintained  in  the  system,  including  catego- 
rim  af  aaers  and  the  pnrposm  of  snch  uses:  To  provide  class  number 
reporting  date  class  starting  date  graduation  date  and  unit  of  assign¬ 
ment  upon  completion  of  training. 


Polieim  and  practices  for  storing,  retrieving,  secerning,  retaining, 
and  diepoaing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

RetiicvabUlty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  pcrson(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retention  and  dispmal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manageifs)  and  address:  Deputy  Chief  of  Staff  Personnel 
HQ  AFRES  Robins  AFB  GA  31098. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  proced  arcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categorlm:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05001  OMUHHZB 

System  name:  Air  Force  Reserve  Medical  School  tour  allocations. 

System  location:  HQ  AFRES  Robins  AFB  GA  31098. 

Categories  of  individuab  covered  by  the  system:  Air  Force 
Reserve  Officer  and  enlisted  medical  personnel. 

Categories  of  records  In  the  system:  Actions  and  quota  allotment 
for  m^ical  personnel  requesting  attendence  at  a  military  service 
school. 

Anthority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  auch  nses:  Provides  ready  reference 
of  the  actions  and  allotment  of  school  tour  quotas. 

PoUclcs  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retiicvabillty:  Filed  by  Name. 

Safeguards:  Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  in  office  one  year  after  end  of 
year  in  which  quota  u  filled  then  destroyed  by  shredding,  burning, 
pulping,  macerating  or  tearing  into  pieces. 

System  managerial  umI  address:  Command  Surgeon  HQ  AFRES 
Robins  AFB  GA  31098. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  acccss  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provUona  of  the  act:  NONE 
P05001  OQKRSMA 

System  name:  Training  Instructors  (Academic  Instructor  Improve¬ 
ment/Evaluation) 

System  locatioa:  Chief,  Academic  Training  Branch,  1550  Techni¬ 
cal  Training  Squadron  Hill  Air  Force  Base  UT  84406. 

Categories  of  individnab  covered  by  the  system:  Academic  instruc¬ 
tors. 

Categories  of  records  in  the  system:  Forms  for  evaluating  instruc¬ 
tor  performance  in  the  ebssroom. 

Anthority  for  maintenance  of  the  system:  10  USC  8012. 

Rontine  nses  of  records  maintained  fas  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  snch  nses:  Basic  for  instructor  im¬ 
provement. 
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P*HcfM  aad  practkM  for  rtorlBg,  rctrfcvhig,  accooriag,  rctolaiag, 
sod  dkpootat  of  rcrordo  ia  tkc  ijritcii: 

S^orogot  Maiataincd  in  fik  foUen. 

Retrfcrobiitty:  Fikd  by  Name. 

Safcgoarda:  Record*  are  accesied  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dfsposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Syateni  managerfs)  and  addreas:  Chief  Academic  Training  Branch, 
1330  Technical  Training  Squadron,  Hill  Air  Force  Base  UT  84406 

Nodflcatloa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aeecos  proccdarcoz  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Conttitlag  record  proccdarcs:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the '  Systems 
Manager. 

Record  aonrer  categorlso:  Supervisors. 

Syotemo  esenapted  from  certaM  provtefons  of  the  act:  NONE 
rtSOOl  0SGHLNE 

.System  name:  Combat  inteOigeoce  crew  training  record. 

System  locattoni  319  Ballistic  Missile  Wing/DOIC  Grand  Forks 
AFB  ND  38201. 

Categories  of  tadhrldoals  covered  by  the  system:  AO  Ak  Force  ac¬ 
tive  duty  military  personnel  on  operation  crews. 

Categories  of  records  fas  the  system:  Record  training  of  crew  mem¬ 
bers. 

Aathority  lor  mafatcaance  of  the  system:  10  USC  8012. 

Roatiac  uses  el  records  mahitaiaed  la  the  system,  iacladiag  catego- 
rtes  of  aacrs  aad  the  parpoom  of  sach  ascs:  Provide  a  training 
record. 

PoHclrs  aad  practices  for  storlag,  retrievlag,  acccaslag,  rctalalag, 
aad  disposlag  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievsbllky:  Filed  by  Name. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  arc  accessed  by  pcrson(a)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Reteatlon  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  aad  addrem:  Chief,  Intelligence  Division, 
Grand  Forks  AFB  ND  38201. 

Nodflcatloa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Maihag  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coatestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorim:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  individual’s  performance 
during  training. 

Systenu  eumpted  from  certain  provialoas  of  the  act:  NONE 
FR5M1  OSGHLNF 

System  name:  Aircrew  positive  control  study  record. 

System  loeatloa:  319  Ballistic  Missile  Wing/DOX,  Grand  Forks 
AFB  ND  38201. 

Categories  of  iadlvldnals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  personnel  on  operations  crew. 

Categories  of  records  In  the  system:  To  record  positive  control  self 
study. 


Aathority  for  mafateaaacc  of  the  system:  10  USC  8012. 

Roatlae  uses' of  roeords  aMtetalaed  hs  the  sysim,  lacladhig  eatego- 
rim  of  naers  aad  the  parpoom  of  oach  asm:  To  insure  the  control  of 
self  study. 

PoUdm  aad  praetkm  lor  storlag,  retrievlag,  accceeiag,  rrtsfalag, 
aad  dlspeelag  of  records  la  the  eyelcm: 

Storage:  Maintained  in  file  folder*. 

Rctrlevablllly:  Filed  by  Name. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personfs)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Reteatloa  aad  disposal:  Retained  in  offlee  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manageris)  and  address:  Chief,  Plans  Division,  Grand 
Forks  AFB  ND  38201. 

Notifkatioa  procedure:  Requests  from  individuals  thould  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedarm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coatestiag  record  procedarm:  The  Air  Force'’s  rules  for  access  to 
records  and  for  contesting  and  appealing  mitial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soarcc  categorim:  Individual 

Systems  exempted  from  certaia  provlaloBS  of  the  act:  NONE 
F05001  OSGHLNG 

System  name:  Officers  Electronic  Warfare  Officer  (EWO)  training 
record. 

System  locatfoa:  321  Strategic  Missile  Wing/DOXT  Grand  Forks 
AFB  ND  38201. 

Categorim  of  hidlvldaalB  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

In  EWO  training. 

Categories  of  records  la  the  system:  Used  to  record  EWO  training. 

Aathority  lor  mahiteaaacc  of  the  system:  10  USC  8012. 

Roatiac  asm  of  records  maiataincd  in  the  system,  iacladiag  catego¬ 
rim  of  aaers  aad  the  parpoom  of  such  asm:  Provide  a  consolidated 
record  of  EWO  training. 

PoUcim  aad  praetkm  for  storlag,  retrieving,  acceming,  retaining, 
aad  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  fOe  folders. 

Rctricvabillty:  Filed  by  Name.  • 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  offKial  duties. 

Reteatlon  aad  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  aad  addrem:  EWO  training  Officer,  Grand 
Forks  AFB  ND  38201. 

Notifleatioa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedarm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems. notice. 

Contesting  record  procedarm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorim:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  paneh,  auditors,  aad  individiial’s  performance 
during  training. 

Systems  exempted  from  certaia  provWons  of  the  act:  NONE 
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rOSOOl  OSGHLNH 

Syttca  mam*'.  Miisfle  procedures  trainiof  (MPT)  accomplithinent. 

Syatea  lecattM:  321Stratefic  Mbsfle  Wing/Director  of  Operations 
and  Training,  Grand  Forks  ND  38201. 

Categerics  of  indhrldoab  covered  by  the  systea:  Air  Force  active 
duty  officer  personnel. 

On  operations  crews. 

Categories  of  records  in  the  systens:  Student,  crew  number,  train¬ 
ing  partner,  date,  type  training,  discrepancies  noted. 

Autborfty  lor  maintenance  of  the  system:  10  USC  8012. 

Rontine  nses  of  records  maintained  in  the  system,  incIndMg  catego- 
rfao  of  nsers  and  the  purposes  of  such  uses:  Used  to  record  missile 
procedures  trainer  rides,  critiquing  students,  provides  for  review  by 
interested  students. 

Policies  and  practices  for  storing,  retrieving,  secerning,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevablllty:  Filed  by  Name. 

Safeguards:  Records  arc  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retcntloa  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Retained  in  office  files  untd  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Senior  Wing  missile  crew  instruc¬ 
tor. 

NodBcatloa  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rccocd  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Coatesdag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  individual’s  performance 
during  training. 

Systems  exempted  from  certab  provbloas  of  the  act:  NONE 
F05001  OSSZDTA 

System  name:  Nursing  skiD  inventory. 

System  locatloa:  Nursing  office  SGHN 

At  Air  Force  hospitals,  medical  centers  and  clinics.  Official  mafl- 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  bdlvlduab  covered  by  the  system:  All  nursing  per¬ 
sonnel  on  Base. 

Calories  of  records  b  the  system:  List  of  skill  proficiency  each 
individual  nurse  has  attained. 

Authority  (or  maintcaance  of  the  system:  10  USC  8012. 

Routlae  nses  of  records  msintalncd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Furnishing  on  the  job 
training  instructor  skill  bvel  progress  of  each  nurse. 

Policies  and  practices  (or  storlag,  retrbviag,  acccssiag,  retaining, 
and  disposing  of  records  b  the  system: 

Storage:  Maintained  in  fOe  folders. 

Retrlevablllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Retention  and  disposal:  Retained  in  office  ffles  until  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  mto  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  Sbtes  Air  Force. 


Notittcatleu  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaming  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rubs  for  access  to 
records  and  for  contesting  and  appealing  initial  determmations  by 
the  individual  concerned  may  be  obtamed  from  the  Systems 
Manager. 

Record  ssnrce  categories:  Information  obtamed  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certab  provbloas  of  the  act:  NONE 
F05001  OUJCGJA 

System  name:  Training  summaries  graduation  roster. 

System  locatloa:  United  States  Air  Force  School  of  AppUed  Cryp- 
tobgk  Sebnees  (USAFSACS)  to  GoodfeUow  Air  Force  Base  TX 
76901. 

Categories  of  bdlvlduab  covered  by  tbe  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel. 

Air  Force  active  duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  b  the  system:  IBM  cards  containing  names 
grades. 

Authority  for  mabtcnancc  of  the  system:  10  USC  8012. 

Routine  uses  of  records  mabtabed  b  the  system,  includbg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Security  Ser- 
vbe  training  groups  Division  and  Security  Servbe  personnel  to 
identify  graduate  students  on  a  weekly  basis. 

PoUdes  and  practices  (or  storing,  retrievbg,  accessbg,  rctabbg, 
and  disposing  of  records  b  the  system:  y 

Storage:  Maintained  on  computer  paper  printouts. 

RetrbvabiUty:  Ffled  by  Name. 

Ffled  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  controDed  by  computer  system  software. 

Retendon  and  dbposal:  Retained  in  office  fibs  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pbces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  and  addrem:  United  States  Air  Force  School 
of  Appibd  Cryptologic  Sebnee,  GoodfeUow  Air  Force  Base,  TX 
76901. 

Netlfballen  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rubs  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systms  exempted  from  certab  provbbns  of  the  act:  NONE 
F05001  OUJCGJB 

System  name:  Training  summarbs  entering  class  rosters. 

System  lecatba:  United  States  Air  Force  School  of  Appibd  Cryp- 
tobgb  Sebnees  (USAFSACS).  GoodfeUow  AFB,  TX  76901. 

Categories  of  bdlvlduab  covered  by  tbe  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel. 

Air  Force  active  duty  offker  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  b  the  system:  Name  rank  SSAN  course 

Authority  (or  mabtenance  of  the  system:  10  USC  8012. 

Routine  nses  of  records  mabtabed  b  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  USAF- 
SACS/Training  Operatbns  Divisbn  and  USAFSACS/personnel  to 
identify  sbdents  schedubd  to  enter  ebsses  on  a  weekly  basu. 

Policies  and  practices  (or  storing,  retrbvbg,  accessing,  rctabbg, 
and  dbposbg  of  records  b  the  system: 

Storage:  Mabtabed  on  computer  paper  prbtouts. 

RctrievabiUty:  FOed  by  Name. 
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Filed  by  Social  Security  Account  Number  (SSAN). 

Safcfuarda:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  controlled  by  computer  system  software. 

RctentiM  and  dtnpoMl:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managers)  sad  addros:  USAFSACS  to. 

Natiflcatlon  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accese  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coaiestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aoorce  categories:  Information  obtained  from  automated 
system  interfaces. 

SysteuM  esempted  from  certain  provisions  of  the  act:  NONE 
FOSMl  OUJCGJC 

System  name:  Training  summaries  alphabetical  roster. 

System  iocatian:  United  States  Air  Force  School  of  Applied  Cryp¬ 
tologic  Sciences  (USAFSACS),  Goodfellow  Air  Force  Base,  TX 
7*901. 

Categories  of  indlvidnab  eovered  by  the  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel. 

Air  Force  active  duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  In  the  system:  Name  grade  course  SSAN 
and  entering  date. 

AnthorRy  for  asalntenancc  of  the  system:  10  USC  8012. 

Routine  ones  of  recorde  asalntalned  in  the  system,  tascladlng  catego¬ 
ries  of  users  and  the  parpoaes  of  anch  nscs:  Used  by  USAF- 
SACS/Trainiag  Operations  Division  to  alphabeticaOy  identify  stu¬ 
dents  enrolled  in  USAFSACS  resident  courses. 

Folklcs  and  practices  (or  storing,  retrieving,  acceaaing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

RctrievabUlty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  controlled  by  computer  system  software. 

Rctentioa  and  dispesal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managers)  and  address:  USAFSACS. 

Notification  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accese  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  proccdoieo:  The  Air  Force's  rtiles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  eonree  calcgorlee:  Information  obtained  from  automated 
system  interfaces. 

Systenu  exempted  from  certain  provWoaa  of  the  act:  NONE 
FtSOOl  OUJCGJD 

System  name:  Training  summaries  class  roster. 

System  locatloa:  United  States  Air  Force  School  of  Applied  Cryp¬ 
tologic  Sciences  (USAFSACS)  Goodfellow  Air  Force  Base,  TX 
76901. 

Categories  of  Indhrldnab  covered  by  the  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel. 

Air  Force  active  duty  officer  personnel. 

Air  Force  active  duty  enUsted  personnel. 

Categories  of  records  In  the  system:  Naara  grade  SSAN  course. 

Authority  for  maintenance  a(  the  system:  10  USC  8012. 


Routine  uses  of  records  maintained  In  the  system,  Inclodlng  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Used  by  USAF- 
SACS/Training  Operations  Divbioa  to  identify  ebsses  b  session 
and  to  further  identify  training  status  of  students  enroOed  in 
ebsses. 

PoUcles  and  practices  lor  staring,  retrieving,  acccastag,  retabbg, 
and  dbpoolag  of  records  b  the  system: 

Storage:  Maintained  on  computer  paper  printouts. 

RetrievahUky:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodbn  of  the  record 
system. 

Records  are  controUed  by  computer  system  software. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  masager(s)  and  addrem:  USAFSACS. 

Notification  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestbg  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  ccclab  provbioas  of  the  act:  NONE 
F05001  OdSCEYA 

System  name:  Advanced  Degree  File 

System  location:  Managed  at  HQ  Air  Force  Audit  Agency 
(AFAA/CCT),  Norton  Air  Force  Base,  CA  92409 

Categories  of  bdividnab  eovered  by  the  system:  Air  Force  Audit 
Agency  active  duty  officer  and  enlisted  personnel  and  civihan  em¬ 
ployees 

Categories  of  records  ha  the  system:  Listings  of  personnel,  by 
grade,  and  highest  educational  kvel  attained 

Authority  (or  nsalntcnaacc  of  the  system:  Tide  10,  US  Code  8014a 
and  8032b(l) 

Routine  uses  of  records  mafatabed  b  the  system,  incbdbg  catego¬ 
ries  of  nsen  and  the  pnrpoacs  of  such  uses:  Provides  a  reference  of 
the  educational  back^onnd  of  aO  assigned  Air  Force  Audit  Agency 
auditor  personnel  aiding  graduate  depoes.  Used  to  evaluate 
whether  further  training  b  ne^ed  by  specific  employees  in  specific 
academic  areas  and  assignment  to  jobs  requiring  advanced  degrees. 
Users  -  Directorates  of  Operations  and  Resources  Management 
Staff.  . 

PoUclcs  and  practices  (or  storing,  retrieving,  accessing,  retabbg, 
and  dbpoebg  of  records  b  the  system: 

Storage:  Maintained  in  file  folders. 

RetrlcvabiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  theb  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  m  locked  cabmets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  nsanagerfs)  and  address:  The  Auditor  General,  Ab  Force 
Audit  Agency  (AFAA/CCJ),  Norton  AFB,  CA  92409 

Notification  procednre:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procednres:  Individual  can  obtam  assbtance  m 
gaming  access  from  the  Systems  Manager. 

And  the  Director  of  Resources  Management  (AFAA/RM),  Nor- 
ton'AFB,  CA  92409 

Contesting  record  prooednres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  «««*«»>  determinations  by 
the  mdividual  concerned  may  be  obtain^  from  the  Systems 
Manager. 
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Ecc«r4  tMircc  catcg*rin:  Information  obtained  from  educational 
institutioni. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  paneb, 
auditors,  and  so  forth. 

And  information  provided  by  the  individual. 

Systems  exempted  from  ccrtahi  previsions  of  the  act:  NONE 
F05001  OhSCEYB 

System  name:  Air  Force  Audit  Agency  Office  Training  File 

System  locaSon:  Command  Section,  AFAA/CD,  Norton,  AFB  CA 
92409  Directorate  of  Operations.  AFAA/DO,  Norton  AFB  CA 
92409  Directorate  of  Pbns.  AFAA/XP.  Norton  AFB  CA  92409 
Directorate  of  Resources  Management,  AFAA/RM,  Norton  AFB 
CA  92409  Office  of  the  Assutant  Auditor  General,  CSAF/ACU, 
Washington,  D.C.  20330  Air  Force  Audit  Agency.  Central  Region 
(AFAA/AGC)  Carswell  AFB  TX  76127  Air  Force  Audit  Agency. 
Eastern  Region  (AFAA/AGE)  Langley  AFB  VA  2366S  Air  Force 
Audit  Agency.  European  Region  (AFAA/AGU)  APO  NY  09332  Air 
Force  Audit  Agency,  Western  Region  (AFAA/AGW)  Norton  AFB 
CA  92409  Air  Force  Audit  Agency,  Service  Wide  Systems  Division 
(AFAA/AGP)  Norton  AFB  CA  92409  Air  Force  Audit  Agency  Of¬ 
fice,  Acquisition  Systems  Divuion  (AFAA/AGS),  Bldg  3226  Stop 
12,  Andrews  AFB  DC  20331  Air  Force  Audit  Agency  office.  Lo- 
gbtic  Systems  Divuion  (AFAA/AGL),  Wright-Patterson  AFB  OH 
45433  Air  Force  Audit  Agency  Office.  Altus  AFB  OK  73521  Air 
Force  Audit  Agency  Office.  Barksdale  AFB  TX  71110  Air  Force 
Audit  Agency  Office.  Bergstrom  AFB  TX  78743  Air  Force  Audit 
Agency  Office.  BlytheviHe  AFB  AR  72315  Air  Force  Audit  Agency 
Office,  Cannon  AJ^  NM  88101  Air  Force  Audit  Agency  Office, 
Carswell  AFB  TX  76127  Air  Force  Audit  Agency  Office.  Duluth 
LAP  MN  55814  Air  Force  Audit  Agency  Office,  PO  Box  547,  Dyess 
AFB  TX  79607  Air  Force  Audit  Agency  Office.  Ellington  AFB  TX 
77030  Air  Force  Audit  Agency  Office,  EQsworth  AFB  SD  57706 
Air  Force  Audit  Agency  Office.  England  AFB  LA  71301  Air  Force 
Audit  Agency  Office,  Ent  AFB  CO  80912  Air  Force  Audit  Agency 
Office.  F  E  Warren  AFB  WY  82001  Air  Force  Audit  Agency  Of¬ 
fice,  Grand  Forks  AFB  ND  58201  Air  Force  Audit  Agency  Office, 
Holloman  AFB  NM  88330  Air  Force  Audit  Agency  Office, 
Lackland  AFB  TX  78236  Air  Force  Audit  Agency  Office,  Little 
Rock  AFB  AR  72076  Air  Force  Audit  Agency  Office,  Lowry  AFB 
CO  80230  Air  Force  Audit  Agency  Office,  Malmstrom  AFB  MT 
59402  Air  Force  Audit  Agency  Office,  Minot  AFB  ND  58701  Air 
Force  Audit  Agency  Office,  Ofiutt  AFB  NE  68113  Air  Force  Audit 
Agency  Office,  ATC-AFAA,  Randolph  AFB  TX  78148  Air  Force 
Audit  Agency  Office.  Reese  AFB  TX  79489  Air  Force  Audit  Agen¬ 
cy  Office,  Rkhards-Gebaur  AFB  MO  64030  Air  Force  Audit  Agen¬ 
cy  Office,  PO  Box  3427,  PSC  2.  Sheppard  AFB  TX  76311  Air 
Force  Au^t  Agency  Office.  USAF  Academy  CO  80840  Air  Force 
Audit  Agency  Office,  Webb  AFB  TX  79720  Air  Force  Audit  Agen¬ 
cy  Office,  Whiteman  AFB  MO  65301  Air  Force  Audit  Agency  Of¬ 
fice,  APO- New  York  09825  Air  Force  Audit  Agency  Office,  An¬ 
drews  AFB  Washington  DC  20331  Air  Force  Audit  Agency  Office, 
Chanute  AFB  IL  61868  Air  Force  Audit  Agency  Office,  Charleston 
AFB  SC  29404  Air  Force  Audit  Agency  Office.  Dover  AFB  DE 
19901  Air  Force  Audit  Agency  Office,  Griffbs  AFB  NY  13440  Air 
Force  Audit  Agency  Office.  Grissom  AFB  IN  46970  Air  Force 
Audit  Agency  Office,  Homestead  AFB  FL  33030  Air  Force  Audit 
Agency  Office,  Keesler  AFB  MS  39334  Air  Force  Audit  Agency 
Office,  Kincheloe  AFB  MI  49788  Air  Force  Audit  Agency  Office, 
K  I  ^wyer  AFB  MI  49843  Air  Force  Audit  Agency  Office, 
Langley  AFB  VA  23665  Air  Force  Audit  AOency  Office,  Rkken- 
backer  AFB  OH  43217  Air  Force  Audit  Agency  Offke,  Loring 
AFB  ME  04750  Air  Force  Audit  Agency  Offke,  PO  Box  6032, 
MacDiD  AFB  FL  33608  Air  Force  Audit  Agency  Office,  Maxwell 
AFB  AL  36112  Air  Force  Audit  Agency  Offke,  McGuire  AFB  NJ 
08641  Air  Force  Audit  Agency  Offke,  Myrtk  Beach  AFB  SC  29577 
Air  Force  Audit  Agency  Offke,  Pease  AFB  NH  03801  Air  Force 
Audit  Agency  Offke.  Flattsbur^  AFB  NY  12903  Air  Force  Apdit 
Agency  Offke,  Pope  AFB  NC  28309  Air  Force  Audit  Agency  Of¬ 
fice,  ^ott  AFB  IL  62225  Air  Force  Audit  Agency  Offke,  Seymour 
Johnson  AFB  NC  27530  Air  Force  Audit  Agency  Offke,  PO  Box 
552,  Shaw  AFB  SC  29152  Air  Force  Audit  Agency  Offke,  TyndaU 
AFB  FL  32401  Air  Force  Audit  Agency  Offke,  Wurtsmith  AFB  MI 
48753  Air  Force  Audit  Agency  Offke,  APO  San  Francisco  96334 
Air  Force  Audit  Agency  Office,  Beale  AFB  CA  95903  Air  Force 
Audit  Agency  Offke,  Castk  AFB  CA  95342  Air  Force  Audit  Agen¬ 
cy  Office,  APO  San  Francuco  96319  Air  Force  Audit  Agency  Of¬ 
fice,  APO  San  Francisco  96274  Air  Force  Audit  Agency  Offke, 


Davu-Monthan  AFB  AZ  85707  Air  Force  Audit  Agency  Offke, 
APO  Seattk  98737  Air  Force  Audit  Agency  Offke,  PO  Box  878, 
APO  Seattle  98742  Air  Force  Audit  Agency  Offke,  PO  Box  1313, 
Fairchild  AFB  WA  99011  Air  Force  Audit  Agency  Office  (LA), 
George  AFB  CA  92392  Air  Force  Audit  Agency  Offke,  APO  San 
Francisco  %553  Air  Force  Audit  Agency  Offke,  APO  San  Fran¬ 
cisco  96239  Air  Force  Audit  Agency  Offke.  ATO  San  Francisco 
%288  Air  Force  Audit  Agency  Offke,  APO  San  Francisco  96264 
Air  Force  Audit  Agency  Offke.  Luke  AFB  AZ  85309  Air  Force 
Audit  Agency  Offke,  March  AFB  CA  92508  Air  Force  Audit  Agen¬ 
cy  Offke,  Bldg  510,  Mather  AFB  CA  95655  Air  Force  Audit  Agen¬ 
cy  Offke.  PO  Box  4006,  McChord  AFB  WA  98438  Air  Force  Audit 
Agency  Offke,  Mountain  Home  AFB  ID  83648  Air  Force  Audit 
Agency  Offke.  APO  San  Francisco  96310  Air  Force  Audit  Agency 
Offke,  Nellis  AFB  NV  89191  Air  Force  Audit  Agency  Offke,  APO 
San  Francisco  96570  Air  Force  Audit  Agency  Office.  APO  San 
Francisco  96280  Air  Force  Audit  Agency  Offke,  Travis  AFB  CA 
94535  Air  Force  Audit  Agency  Offke,  APO  San  Francisco  96304 
Air  Force  Audit  Agency  Offke,  APO  San  Francisco  %237  Air 
Force  Audit  Agency  Office,  APO  San  Francisco  96330  Air  Force 
Audit  Agency  Offke,  Vandenberg  AFB  CA  93437  Air  Force  Audit 
Agency  Offke,  Williams  AFB  AZ  85224  Air  Force  Audit  Agency 
Offke,  APO  San  Francisco  %328  Air  Force  Audit  Agency  Office, 
APO  New  York  09238  Air  Force  Audit  Agency  Office,  APO  New 
York  09223  Air  Force  Audit  Agency  Offke.  APO  New  York  09293 
Air  Force  Audit  Agency  Offke,  APO  New  York  09755  Air  Force 
Audit  Agency  Offke,  APO  New  York  09132  Air  Force  Audit  Agen¬ 
cy  Offke,  APO  New  York  09109  Air  Force  Audit  Agency  Office, 
TUSLOG  Det  193  RES/AUD,  APO  New  York  09289  Air  Force 
Audit  Agency  Offke,  Aik)  New  York  09179  Air  Force  Audit  Agen¬ 
cy  Offke,  APO  New  York  09332  Air  Force  Audit  Agency  Offke, 
APO  New  York  09012  Air  Force  Audit  Agency  Offke,  APO  New 
York  09057  Air  Force  Audit  Agency  Offke,  ATO  New  York  09283 
Air  Force  Audit  Agency  Offke,  APO  New  York  09194  Air  Force 
Audit  Agency  Offke,  Edwards  AFB  CA  93523  Air  Force  Audit 
Agency  Office,  PO  Box  1625,  Eglin  AFB  FL  32542  Air  Force  Audit 
Agency  Offke,  Kirtland  AFB  NM  871  !5  Air  Force  Audit  Agency 
Offke,  Bldg  1521,  Stop  21,  L  O  Hanscom  Fid  MA  01730  Air  Force 
Audit  Agency  Offke.  PO  Box  92960,  Worldway  Postal  Center,  Los 
Angeks  CA  90009  Ak  Force  Audit  Agency  Offke.  Patrkk  AFB  FL 
32^5  Air  Force  Audit  Agency  Offke/ASD,  Wright-Patterson  AFB 
OH  45433  Air  Force  Audit  Agency  Offke,  Hill  AFB  UT  84406  Air 
Force  Audit  Agency  Offke.  KeOy  AFB  TX  78241  Air  Force  Audit 
Agency  OfQce/LVAS,  McClellan  AFB  CA  95652  Air  Force  Audit 
Agency  OffKe/AUDGN,  Robins  AFB  GA  31098  Air  Force  Audit 
Agency  Offke,  Tinker  AFB  OK  73145  Air  Force  Audit  Agency  Of¬ 
fice  (WPRA),  Wright-Patterson  AFB  OH  45433  Air  Force  Audit 
Agency  Offke,  Newark  AFS  OH  43055  Air  Force  Audit  Agency 
Offke/AFDSDC,  OL-2,  Bldg  1111,  Gunter  AFS  AL  36114  Air 
Force  Audit  Agency  Offke/AFAFC,  3800  York  St,  Denver  CO 
80205  Air  Force  Audit  Agency  Offke/AFMPC,  Randolph  AFB  TX 
78148  Air  Force  Audit  A^ncy  Office,  SAMSO,  Norton  AFB  CA 
92049  Air  Force  Audit  Agency  Offke.  Norton  AFB  CA  92409 

Categories  of  indhrldnab  covered  by  the  system:  Air  Force  Audit 
Agency  active  duty  offker  personnel  Air  Force  Audit  Agency  ac¬ 
tive  duty  enlisted  personnel  Air  Force  Audit  Agency  civilian  em¬ 
ployees  Air  Force  Audit  Agency  reserve  personnel 

Categories  of  records  in  the  system:  Training  Control  Record 
Training  Achkvement  Report  Certificate  of  Training  Record  of 
Training  or  Certifkation  of  Equivalency  CoUege  Transcripts 
General  Military  Training  Record  Training  Completion  Notices 
Trainiiv  Progress  Reports  Course  Evaluation  Requests  for  Train- 
ing/Tuhion  Assutance  Roster  of  Interns  for  Training  Monitoring 
Summary  of  Regkn/Divuion  Training  Requirements  Memorandums 
of  Training  Approvab  Roster  of  Personnel  Scheduled  for  Training 

Authority  (or  maiuteaance  of  the  system:  Title  10,  U.S.  Code 
8013a  and  8032b(l) 

Routiue  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Air  Force  Audit 
Agency  headquarters  personnel,  resident  auditors,  supervbory  au¬ 
ditors,  training  offkers,  and  regkn/divbion  chiefs  to  schedule 
training  and  evaluate  training  progress  and  results. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dbpoaing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retiievability:  Ffled  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguasds:  Records  are  accessed  by  custodian  of  the  record 
system. 
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Records  arc  accessed  by  persoa(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rstentien  and  dlspasal:  Retained  ip  office  files  until  superseded, 
obsolete,  no  longCT  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)'and  addrcm:  The  Auditor  General.  Air  Force 
Au^  Agency,  Norton  AFB  CA  92409 

NetWraHen  praecdurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  pracednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  automated  system  interfaces. 

And  educational  data  generated  internally  by  United  States  Air 
Force  and  Air  Force  Audit  Agency. 

Systems  exempted  from  certaM  provisions  of  the  net:  NONE 
rOSOOl  22  ALSA 

System  name:  Aircrew  Intelligence  Training  Report 

System  location:  21  Composite  Wing,  Intelligence  Division,  APO 
Seattle  98742.  5010  Combat  Support  Group,  Intelligence  Division, 
APO  Seattle  98737 

Categories  of  individnals  covered  by  the  system:  Air  Force  aircrew 
personnel  and  foreign  exchange  officers  on  duty  with  Alaskan  Air 
Command. 

Categories  of  records  in  the  system:  Individual  intelligence  training 
accomplishments  and  requirements.  Security  clearance. 

Anthorky  for  malnlcaaacc  of  the  system:  SUSC  Section  301 
Government  Organization  and  employees  •  Powers  -Department 
Regulations 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego- 
rim  ef  users  and  the  purposes  of  such  uses:  Provide  an  accounting 
system  of  aircrew  inteOigeoce  training  due  and/or  received  and  to 
provide  commanders  with  training  accomplishment  information.  21 
Composite  Wing,  5010  Combat  Support  Group  and  subordinate 
operational  squadron  commanders.  Determines  individual  aircrew 
training  requirements. 

PoHclm  and  nmetkas  for  storing,  retrieving,  ac^pasing,  retainiag, 
and  disposing  of  roeorda  M  the  aystem: 

Storage:  Maintained  in  note  books/binders. 

Maintained  on  computer  paper  printouts. 

Maintained  on  computer  magnetic  tapes. 

Retrlevabillty:  Filed  by  Name. 

Name  of  organization  of  assignment 

Salegaarda:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Also  by  degaussing. 

System  managerfs)  and  addrcm:  Alaskan  Air  Command,  Deputy 
ChM  of  Staff  for  Intelligence,  APO  Seattle  98742 

rialini  alien  pmccdurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Eoeotd  acesm  proecdurcs:  Individual  can  obtain  assistance  in 
gatniuj  access  fiom  the  Systems  Manager. 

Coateating  rscutd  pmccdnrca:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Source  is  training  attendance  records 

Systeacs  exempted  from  certain  provkioas  of  the  act:  NONE 
rOSOOl  22  ALSB 
System  naam:  Operations  Training  Records 

System  locatioa:  Completed  and  maintained  on  file  at  each  of  the 
thirteen  Alaskan  Air  Command  Aircraft  Control  and  Warning 
Squadrons  (ACWS). 

Categories  of  Individuals  covered  by  the  system:  Active  duty  Air 
Force  weapons  controllers,  Ahr  Force  Speciality  Code  (AFSC) 
17XX.  and  air  surveillance  technicians,  AFSC  276XX,  personnel. 

Categories  of  records  la  the  system:  Records  include  positional 
evaluation/training  status/and  evaluation  of  currency  in  assigned 
duty  positions. 

Authority  for  malntcuancc  of  the  system:  50  USC,  Section  401, 
War  and  National  Defense  •  National  Security  -Congressional 
Declaration  for  Purpose. 

Routiac  naes  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  record  currency 
status  (operational).  Us^  by  active  duty  Air  Force  officers  and  en¬ 
listed  personnel  in  supervisory  operations  positions  at  each  of  the 
thirteen  Aircraft  Control  and  Warning  Stations.  Used  to  determine 
and  monitor  currency  status  and  training  status. 

PoHdes  and  practices  for  storing,  retrievhig,  acceasfaig,  retaining, 
and  dispoaing  of  records  in  the  system: 

Storage:  Maintained  in  fQe  folders. 

Maintained  in  visible  file  binders/cabinets. 

Retrkvabillty:  J^fled  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  and  address:  Headquarters  Alaskan  Air  Com¬ 
mand,  Operations,  directs  policies  and  applicable  procedures.  At  in¬ 
dividual  ACWS,  a  training  officer  or  noncommissioned  officer  is 
assigned  the  training  function. 

Nodficatiou  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Send  full  name. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestfaig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  ' 

Record  source  categories:  Information  contained  in  the  file  is 
derived  from  the  evaluation  made  by  the  training  officer.  No  other 
sources  are  applicable  or  included. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F0500IA0SGHLNB 

System  naam:  Upgrade  training  missile  procedures  training  (MPT) 
critique  form. 

System  locatioa:  321  Strategic  Missile  Wing/Director  of  Opera¬ 
tions  and  Training,  Grand  Forks  AFB  ND  58201. 

Categories  of  ludividnab  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

On  upgrade  training. 

Categories  of  records  fas  the  system:  Name,  date,  training  discre¬ 
pancies. 

Authority  (or  malatenancc  ot  the  system:  10  USC  8012. 

Routiac  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  s(  such  uses:  Used  to  record  upgrade 
MPT  training  session,  for  critiquing  student,  provides  for  review  by 
interested  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 
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PRIVACY  ACT  ISSUANCES 


RctratkM  ud  dlipoMi:  Retained  in  office  files  untQ  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  and  address:  Senior  Wing  missile  crew  instruc¬ 
tor. 

Notification  procedure:  RequesU  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procednres:  Individual  can  obtain  assbtance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coatestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determirutions  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  individual’s  performance 
during  training 

SysteoM  exempted  (rum  certaM  provisions  of  the  act:  NONE 
F0S002  ATC  A 

System  name:  Maintenance  Management  Automated  Training 
System  MMATS. 

System  locatioa:  At  all  Air  Training  Command  bases  that  utilize 
MMATS. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  Si  individoals  covered  by  the  system:  Individuals  as¬ 
signed  to  organizations  involved  in  the  maintenance  of  aircraft, 
trainers,  and  associated  equipmeirt. 

Categories  of  records  te  the  system:  Maintenance  training  records. 

Authority  (or  maiotcoance  of  the  system:  10  U.S.C.  8012 

Routiae  oses  of  records  maintained  in  the  system,  Inclndlng  catego* 
rks  of  users  aad  the  purposes  sf  such  uses:  Used  to  establish  and 
maintain  data  pertaining  to  a  specific  individual  assigned  to  a  main¬ 
tenance  organization;  used  by  work  center  supervisors,  main¬ 
tenance  training  and  administrative  personnel,  and  other  members 
of  the  Deputy  Commander  for  Maintenance  or  Chief  of  Main¬ 
tenance  staff  to  maintain  basic  data  relating  to  an  individual;  and  to 
monitor  the  overall  training  status  of  an  organization. 

Polidm  aad  practices  fur  storlug,  rutrlsviug,  srrrmtsg,  rctahshag, 
aad  dlsposiag  of  records  ia  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Retrlevability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

Retcatioa  aad  dlspooai:  Maintained  until  purpose  has  been  served 
or  for  1  month  whichever  is  sooner.  It  is  then  destroyed  by  tearing 
into  pieces,  puling,  burining,  shredding,  or  macerating. 

Sy^m  maaagcr(s)  aad  addrem:  Noncommissioned  officer  or 
civflian  in  charge  of  the  training  management  section  at  each  unit 
utilizing  MMATS. 

Notiflfation  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rccard  aceem  praccdaies:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

CoalcatiBg  recard  prac^ies:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  iadividnal  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  saarcc  categories:  Information  obtained  from  individual 
training  source  documents. 

SysliBM  exempted  from  ccrtela  pravlsloas  of  the  ad:  NONE 
F0SM2  DPPE  A 

System  name:  Education  Services  Program  Records  (Individual) 

System  lacatioB:  Base  Level  Education  Services  Centers 


Categerles  of  iadivldaab  covered  by  the  system:  AD  officers  and 
airmen  who  participate  in  the  Education  Services  Program 

Categortes  of  records  la  the  tystens:  Pertinent  education  data 
mainUined  in  an  educational  file  folder  may  be  Air  Force  (AF) 
Form  118,  Notice  of  Student  Withdrawal/Noncompletion  (copy) 
(cy);  AF  Form  186,  Individual  Record-Education  Services  Program 
(cy);  AF  Form  204,  Permissive  Temporary  Duty  (TDY)  Request  • 
Operation  Bootstrap  (cy);  AF  Form  1033,  Academic  Education 
Data  (cy);  AF  Form  1227,  Authority  for  Tuition  Assistance  •  Edu¬ 
cation  Services  Program  (cy);  DD  Form  114,  Military  Pay  Order 
(cy)  or  Department  of  Defense  (DD)  Form  1131,  Cash  Collection 
for  Voucher  (cy);  DD  Form  29S,  Application  for  the  Evaluation  of 
Educational  Experiences  During  Military  Service  (cy);  Veterans 
Administration  (VA)  Form  22-l990a,  Serviceman’s  Application  for 
Program  of  Education  and  Training  (cy);  VA  Form  22-I990p,  Ser¬ 
viceman’s  Application  for  Predisch^e  Education  Program  ^REP) 
(cy);  Academic  evaluations  and/or  transcripts  from  schools;  and 
Educational  test  results  from  testing  agencies. 

Authority  (or  maiateaance  of  the  system:  Authority  -  Title  44, 
United  States  Code  (USC),  Public  Printing  and  Documents, 
Chapter  31,  Records  Management  By  Federal  Agencies,  Section 
3101  and  Annual  Department  of  Defense  (DOD)  Appropriation  Act 
and  Title  5,  USC,  Section  301. 

Routine  uses  of  records  maintained  M  (he  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Counseling/Advisement 
Guide  and  Education^  Registration  Record  used  by  Education  Ser¬ 
vices  Center  staff  personnel.  Promotion  and/or  classification 
boards,  and  other  authorized  personnel  such  as  military  service 
schools,  civilian  schools,  and  supervisors  of  military  personnel.  The 
principle  purpose  is  to  provide  a  record  of  educational  endeavors 
and  progress  of  Air  Force  personnel  participating  in  Education  Ser¬ 
vices  programs. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  folders/cabinets. 

Retrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retcatioa  and  disposal:  Give  to  individual  when  released  from 
EAD,  discharged,  or  retired.  Servicing  CBPO  wQl  destroy  in  case 
of  death  by  teari^  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaager(s)  aad  addrem:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force,  Washington,  D.C.  20330 

Notification  procedure:  Individuals  may  contact  agency  officials 
at  the  respective  installation  education  center  in  order  to  exercise 
their  rights  under  the  Act 

Record  aceem  procedures:  Individuals  may  contact  agency  offi¬ 
cials  at  the  respective  installation  education  center  in  order  to  exer¬ 
cise  their  rights  under  the  Act 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories;  Data  gathered  from  the  individual,  data 
gathered  from  other  personnel  lecmds,  transcripts  and/or  evalua¬ 
tions  from  schools  and  test  results  from  testing  agencies. 

SysteuM  exempted  from  certain  provMsns  of  the  act:  NONE 
F05002  OI  A 

System  name:  Graduates  of  Air  Force  Short  Course  in  Communica¬ 
tion  (Oklahoma  University) 

System  location:  Academic  Detachment,  Secretary  of  the  Air 
Force  Office  of  Information  (SAF/OIOL),  780  Van  Vleet  OvaL 
Room  334,  Norman,  OK  73069. 

Categories  of  indhrMaals  covered  by  the  system:  Individuals  who 
are  scheduled  to  attend,  are  attentting,  or  have  attended  the  Air 
Force  Short  Course  in  Communication  at  the  University  of 
Oklahoma. 

Categories  of  records  M  the  system:  Name,  current  active  duty 
grade,  and  social  security  account  number;  class  dates,  copies  of 
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orders;  copy  of  appUcatioD  to  the  Univeraity  of  Oklahoma;  copies 
of  transcripts  from  prior  education;  copies  of  final  grades  in  the 
Short  Course  in  Communication. 

Authority  for  maiatcuaucc  of  the  system:  lOUSC  8012 

Rondac  uses  of  records  malatatecd  !■  the  system,  iacludiag  categ^ 
rics  of  users  and  the  purposes  of  such  uses:  Provides  the  Academic 
Detachment  Liaison  Non-Commissioned  Officer  in  Charge  and  the 
Chief,  Office  for  Resources  and  Projects,  Secretary  of  the  Air 
Force  Office  of  Information  (SAF/OIR)  with  historical  background 
on  the  conduct  of  the  course;  serves  as  a  ready  reference  for  stu¬ 
dents  to  verify  or  resolve  questions  concerning  their  attendance  at 
the  Short  Course. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dlspooing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

RetrlevabttRy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoo(a)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  safes. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longo'  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managetfs)  and  addrum:  Director  of  Information,  Office 
of  tlie  Secretary  of  the  Air  Force  (SAF/OD 

Notification  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Academic  Detachment  Liaison  Non-Commissioned 
Officer  (SAF/OIOL),  780  Van  Vleet  Oval,  Room  334,  University  of 
Oklahoma,  Norman,  OK  73069.  Telephone:  (403)  325-1804. 

Record  accem  procedures:  Individuals  can  obtain  assistance  from 
the  Academic  Detachment  Liaison  Non-Commissioned  Officer  or 
the  Chief,  Office  for  Resources  and  Projects,  Secretary  of  the  Air 
Force  Office  of  Information  (SAF/OIR),  Washington  DC  20330. 

Conteatlag  record  procures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

EspeciaOy  the  Office  of  Admissions  and  Records,  University  of 
Oklahoma; 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Ahr  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth.  . 

Systems  eaempted  frum  certain  provlsloaa  of  the  act:  NONE 
r05002  OYUEBLA 

System  name:  Air  Traffic  Control  (ATC)  Certification  Documenta¬ 
tion  I 

System  location:  At  headquarters  of  major  commands  and  at  all 
lev^  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  indlvldnals  covered  by  the  system:  AO  Air  Force  ac¬ 
tive  duty  military  personnel. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Categorlm  of  records  M  the  system:  Reflects  individual  by  name 
and  SMial  Security  Account  Number  (SSAN),  certificate  number, 
military  status  (active  duty,  reserve,  or  air  guard),  requested  action 
(issue,  reissue,  or  canceOatioo  of  certificate),  and  justification. 
Reflects  individual  by  name,  SSAN,  certificate  number,  and  con¬ 
tains  previous  and  current  qualifications.  Master  roster  at  Office  of 
System  Manager  contains  name,  SSAN,  certificate  numbers  and 
dates  issued  for  aO  individuals  possessing  current  and  valid  cer¬ 
tificates. 

Anthorlty  lor  makstmanee  of  the  system:  10  USC  8012 

Rootinc  osm  of  records  maintained  tm  the  system,  Inclndlng  catego- 
rim  of  naers  and  the  pnrpoees  of  snch  nsm:  Administrative  reference 
to  verify  Ak  Force  Air  Trafflc  Control  certification.  Permits  im¬ 
mediate  access  to  name.  SSAN,  certificate  number,  date  of  b- 
suance,  and  categtMry  of  service.  A  master  roster  is  maintained  at 
Headquarters  AFCS  and  the  linhs  maintain  individual  certificate  in¬ 
formation  in  the  individual’s  training  record. 


PoHdm  and  practices  for  storing,  retrieving,  accessing,  retalnhig, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  on  computer  paper  printouts. 

Retrlevabillty:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  property 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Retained  for  one  year  after  end  of  year  in 
which  the  case  was  closed,  transferred  to  a  staging  area  for  one  ad¬ 
ditional  year,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating, or  burning, 
also  destroyed  by  degaussing. 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning,  for  AFCS 
forms  maintained  at  Headquarters  AFCS.  For  master  roster  of  cer¬ 
tificates  maintained  at  Headquarters  AFCS. 

Retained  in  office  files  for  one  year  after  annual  cut-off,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning,  for  AFCS  Forms  6  at  unit  level  requesting  cancellation  of 
ATC  certificate.  AFCS  Forms  6  used  to  request  issue  or  reissue  at 
unit  level  is  destroyed  on  receipt  of  certificate. 

System  maaagcr(s)  aad  addrem:  Deputy  Chief  of  Staff  Fh^t  and 
Airspace  Management  at  Headquarters  Air  Force  Communications 
Service  and  Air  Traffic  Control  Operations  Officer  at  unit  level. 

Notlflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coutesting  record  procedurm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorlm:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  conunittees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  eertahs  provisions  of  the  act:  NONE 
F05002  OYUEBLB 

System  name:  Air  Trafflc  Control  (ATC)  Certification  Documenta¬ 
tion 

^  System  locatloa:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categorlm  al  iadividaab  covered  by  the  system:  Air  Force  active 
duty  o^er  personneL 
Air  Force  active  duty  enlisted  personneL 
Air  Force  Reserve  personnel. 

Air  National  Guard  personneL 
Maintained  only  whra  withdrawal  requested 
Categorlm  of  records  iu  the  system:  Consists  of  documentation 
compiM  by  requesting  unit  to  justify  withdrawal  of  certification. 
May  include  evaluation  by  medk^  authorities,  legal.  Office  of  Spe¬ 
cial  Investigation  results  and  statements  by  supervisory  personnel 
and  coworkers.  Contains  copies  of  performance  reports  and  un¬ 
favorable  information  files.  Includes  Headquarters  Staff  evalua¬ 
tions. 

Authority  for  maiatcuaucc  of  the  system:  10  USC  8012 
Routiac  usm  of  records  maiatalucd  la  the  system,  iacludiag  catego¬ 
rlm  of  users  aad  the  purpoem  of  such  usm:  Documentation  used  to 
evaluate  retjuest  for  withdrawal  of  ATC  certification 
PoUcks  and  practiem  for  storing,  retrlevkag,  acccsskag,  retaining, 
aad  dispoaiag  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 
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PRIVACY  ACT  ISSUANCES 


Maintained  on  computer  paper  printouta. 

Retriev ability:  Filed  by  Name. 

Conventional 

Salcgnarda:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retentloa  and  dispoeal:  At  unit  and  intermediate  Headquarters 

Retained  in  office  fOes  for  one  year  after  annual  cut-off.  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning.  .  At  Headquarters  AFCS  retained  in  office  of  System 
Manager  for  three  years  after  cut-off,  transferred  to  staging  area 
for  one  additional  year,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Deputy  Chief  of  Staff  Flight  and 
Airspace  Management  at  Headquarters  Air  Force  Communications 
Service  and  intermediate  level.  Air  Traffic  Control  Operations  Divi¬ 
sion  at  group  and  squadron  level 

NodllcatiM  pracednre;  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  pracedurcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Maiuger. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contrstfaig  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  trade  associations. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
P05002  OYIIEBLC 

System  name:  Air  Traffic  Control  Rating  and  Training  Program 
Documentation 

System  location:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Categories  of  Indlvldnals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel 

Air  Force  Reserve  personnel 

Air  National  Guard  personnel 

Categories  of  records  In  the  system:  Air  Traffic  Controller  evalua¬ 
tion  record;  Air  Traffic  Control  (ATC)/weather  certification  and 
rating  record;  1631  Training  Evaluation  Report;  special  task  certifi¬ 
cation  and  recurring  training  record;  on-the-job  training  record-con¬ 
tinuation  sheet 

Authority  for  malatenaace  of  the  system:  10  USC  8012 

Rootlae  ases  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Used  to  document 
progression  of  individuals  in  the  upgrade  training  program,  provide 
estimated  upgrade  date  to  fully  qualified  Officer  Air  Force  Special¬ 
ty  Code  (AFSC),  provide  data  tose  for  determining  program  revi¬ 
sions.  identify  fast/slow  progressors,  permit  trainee  comments  on 
program  curriculum  and  operation,  and  identify  deficient  areas  in 
previous  technical  training  which  impacted  on  individual’s  per¬ 
formance  during  upgrade  training.  Record  of  position  certifications 
and  facility  ratings  and  weather  certifications,  documenting  special 
ATC  training,  and  training  problems. 


FoUdos  and  practlcw  lor  storing,  retrieving,  acccsslag,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Retrlevablllty:  Filed  by  Name. 

Conventional 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  given  to  the  individual  concerned  when 
no  longer  valid  or  the  individual  is  no  longer  performing  ATC  du¬ 
ties,  or  torn  into  pieces,  pulped,  burned,  shredded  or  macerated. 

System  managcifs)  and  addrem:  Deputy  Chief  of  Staff/Flight  and 
Airspace  Management  at  HQ  Air  Force  Communications  Service 
and  intermediate  levels;  ATC  Operations  Officers  at  aO  other 
levels. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contestkag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soorcc  categorlm:  Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exmpted  from  certain  provisioas  of  the  act:  NONE 
P0S002  OYUEBLD 

System  name:  05002  OYUEBLD  Student  Record 

System  locatloa:  1872  School  Squadron,  Air  Force  Communica¬ 
tions  Service  (AFCS),  Richards-Gebaur  Air  Force  Base,  MO  64030 

Categortes  ol  ladtvldnab  covered  by  the  system:  Active  Duty  Air 
Force  enlisted  personnel  and  Air  National  Guard  personnel 

Categorlm  ol  records  la  the  system:  Student  record  which  reflects 
individual's  academic  standing;  student  evaluation;  reading  labora¬ 
tory  progress  record;  record  of  individual  counseling;  Non-Commis¬ 
sioned  Officer  (NCO)  Academy  student  roster 

Authority  lor  maintenance  ol  the  system:  10  USC  8012 

Routine  asm  ol  records  maintained  in  the  system,  includiag  catego- 
rlm  ol  users  and  the  pnrpoms  ol  snch  nsm:  used  to  record  student 
progress  for  each  academic  class  for  the  AFCS  NCO  Academy  and 
AFCS  NCO  Leadersh^  School;  reflects  written  examination 
scores,  communications  skQls,  instructor  evaluations;  reflects  in- 
dividu^’s  reading  laboratory  progress;  provides  record  of  individual 
counseling;  is  a  roster  of  students 

PoUdm  and  practlcm  lor  storing,  retrieving,  acccsslag,  retaining, 
and  disposing  ol  records  in  the  system: 

Storage:  Maintained  in  file  folders  and  card  files. 

Retrlevablllty:  Filed  by  student  name. 

Salcgaarda:  Records  are  accessed  by  custodian  of  ghe  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms. 

Retantlon  and  dispoml:  some  retained  in  office  files  for  one  year 
after  the  end  of  the  year  the  individual  completes  or  discontinues  a 
training  course,  transferred  to  staging  area  for  nine  additional 
years,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning.  AO  other  records  are  retained  in  office  files 
until  graduation  or  elimination  of  the  student  from  training,  then 
destroyed  by  tearing  into  pieces,  shredding,  puling,  macerating,-  or 
burning 

System  managcr(s)  and  addrem:  NCO  in  charge  of  administration, 
1872  School  Squadron  (AFCS) 
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NotUkatlM  procedure:  RequetU  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Information  obtained  from  educational 
institutions,  and  Chief  Training  and  Education  Division  Directorate 
of  Personnel  Programs,  Deputy  Chief  of  Staff  for  Personnel, 
Headquarters  AFCS. 

Systems  esempted  from  certahi  provisioaa  of  the  act:  NONE 
F05M>2  OYUEBLE 

System  name:  0S002  OYUEBLE  Individual  Academic  Training 
Record 

System  Iscatisn:  Wideband  Maintenance  Training  Branch, 
Dirrotorate  of  Systems  Evaluation,  Deputy  Chief  of  Staff  for 
Operations,  Headquarters  (HQ)  Air  Force  Communications  Service 
(AFCS),  Richards-Gebaur  Air  Force  Base,  MO  64030 
Categories  of  Mlvldnals  oovered  by  the  system:  Active  duty  mili¬ 
tary  personnel.  Air  Force  Reserve  and  Air  National  Guard  person¬ 
nel  Army  National  Guard  and  Department  of  Defense  civil^  per¬ 
sonnel  who  are  electronics  engineers,  communications  engineers, 
radio  relay  equmment  maintenance  personnel,  technical  control  |wr- 
aonnel,  and  such  other  individuab  who  might  apply  for  this  training 
Cutogorim  of  roosrds  la  the  system:  Personnel  index;  absentee  re¬ 
port;  class  pre-graduation/graduation  roster;  attendance  record; 
record  of  mdivid^  training 
Authority  lor  maintenance  of  the  system:  10  USC  8012 
Routine  nsm  of  records  mahitalnod  in  the  system,  Inclnding  catego- 
rhs  of  users  and  the  pnrpoecs  of  each  uses:  To  record  emergency 
data  and  course  completion  information.  To  report  student 
absences  to  the  Commandant  of  the  school  Provides  student  class 
composition  and  hat  of  graduating  students  to  the  Deputy  Chief  of 
Staff  for  Operations  (DCS/Operations),  HQ  AFCS.  An  attendance 
record.  Reflects  student  academic  progress. 

FeUdes  and  practices  for  staring,  rctricvtag,  accesaiag,  rctalalag, 
and  dhpuslng  of  records  la  the  system: 

Storage:  Maintained  in  file  folders  and  card  filea. 

Rctricvabllfty:  Filed  by  student  name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  resfMnsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Stored  in  file  cabinet 
Retention  and  dispooal:  some  retained  in  office  files  until  ap¬ 
propriate  table  /rule  is  published  in  AFM  12-50.  All  other  records 
retained  in  office  file  until  graduation  or  elimiimtion  of  the  student 
from  training  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning 

System  maaagerfs)  and  addrem:  Commandant,  Wideband  Main¬ 
tenance  Training  Branch,  Deputy  Chief  of  Staff  Operations,  HQ 
AFCS 

NodHcatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  proceduros:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  information  from  instructor 
Systems  exempted  from  certain  provistens  of  the  act:  NONE 
F05(>02  OJ  DOTD 
System  name:  Individual  Academic  Records 
System  location:  Columbus  AFB  MS  39701,  Craig  AFB  AL 
36701,  Lackland  AFB  TX  78236,  Laughhn  AFB  TX  78840,  Mather 
AFB  CA  95655,  Moody  AFB  GA  31601,  Randolph  AFB  TX  78148, 
Reese  AFB  TX  79489,  Sheppard  AFB  TX  73611,  Vance  AFB  OK 
73701,  Webb  AFB  TX  79720,  Williams  AFB  AZ  85224. 

Cutegertes  of  Indhrlduals  covered  by  the  system:  Flying  training  in- 
structOTs  and  students 

Categortes  ol  rocoeds  te  the  system:  Traini^  accomplishments 
unique  to  the  type  of  organization 


Authority  lor  maiatcnaacc  ol  the  svstem:  44  USC  3101 

Routine  usm  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  users  and  the  pnrpoecs  of  such  uses:  Unique  qualification 
record  and  documentation 

Policies  and  practices  for  storing,  rctrteviag,  accessing,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Rctrtevability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  property  screened  and  cleared  for  need-to-know. 

Retention  and  disposal:  Destroy  six  months  after  closeout  date  of 
training  record  by  tearing  into  pieces 

System  managcits)  and  addrem:  Deputy  Chief  of  Staff  for  Opera¬ 
tions,  HQ  Air  Training  Command,  Randolph  AFB,  TX  78148 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coatesfing  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  records  of  meetings 
and  training  sessions 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05002  (U  DOZB 

System  name:  Individual  Academic  Records  -  Survival  Training  Stu¬ 
dents 

System  location:  Fairchild  AFB,  WA  99011 

Categortes  of  hidividaais  covered  by  the  system:  Officer  and  en¬ 
listed  aircrew  members 

Categories  of  records  in  the  system:  Survival  training  students  per¬ 
formance 

Authority  for  maintenance  of  the  system:  44  USC  3101 

Rontine  nses  of  records  melntBlned  te  the  system,  inclnding  catego¬ 
ries  of  nsers  and  the  pnrposes  of  snch  nses:  Document  and  evaluate 
students  performance 

PoUcIcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrtevabiHty:  Ffled  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  accessed  by  custodian  of  the  record  system. 

Retentten  and  disposal:  Retained  in  office  ffles  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Deputy  Chief  of  Staff  Opera¬ 
tions,  Headquarters  Air  Training  Command  Randolph  AFB  TX 
78148 

Notiflcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Survival  training  supervisors  and  staff 
officials 

SystcBss  exempted  from  certain  provisions  of  the  act:  NONE 
F05002  (U  TTAA 

System  name:  Field  Training  Student  Attendance  and  Rating 
Records 

System  locatioa:  Air  Training  Command  Field  Training 
Detachments  and  student  records  repository  School  of  Applied 
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PRIVACY  ACT  ISSUANCES 


Aerospace  Science.  Sheppard  Air  Force  Bate  TX  76311.  Official 
mailiaf  addretact  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  USAF  systems  notice. 

Calctoiics  of  hdlrldnab  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  Reserve  personnel 

Air  National  Guard  personnel 

Retired  Air  Force  military  personnel 

Catetorles  of  records  in  the  system:  Technical  training  course  at¬ 
tendance  completion  and  graduation  data. 

Aethorlty  for  malntenaacc  of  the  system:  44  USC  3101 

Rootine  oaes  of  records  maintalacd  In  the  system,  including  catego* 
rim  of  users  and  the  purpoom  of  such  nam:  Purpose  is  to  record  stu¬ 
dent  attendance  and  grades.  Information  is  used  by  Field  Training 
Detachments  to  determine  student  eligibility  to  receive  certificate 
of  training  and  by  the  Community  College  of  the  Air  Force  to  grant 
college  credit  for  successful  completion  of  the  course. 

PsHcim  and  pmcdcca  for  staring,  retrieving,  accessing,  retataing, 
and  disposing  of  records  te  the  system: 

Storage:  Maintained  in  file  folders. 

Rctrlevabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

by  course  number  and  graduation  month  and  year 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  oi  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentloa  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  aridrem:  Deputy  Chief  of  Staff  for  Techni¬ 
cal  Training  Headquarters  Air  Training  Command.  Individuals  may 
deal  directly  Air  Training  Command  Field  Training 

Detachment  commanders. 

Nodttcsduu  procedure:  Address  requests  to  Air  Training  Com¬ 
mand  Field  Training  detachment  commanders  include  full  name,  so¬ 
cial  security  account  number,  course  number  or  title  and  dates  of 
attendance.  For  personal  visits,  identification  card  or  drivers 
license  is  acceptable  proof  of  identity. 

Record  aceem  procedures:  Access  assistance  may  be  obtained 
from  the  Department  of  Field  Training,  Sheppard  Air  Force  Base 
TX  76311  or  from  the  field  training  detachment  which  originated 
the  record. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  recorded  by  instructor 
teaching  the  course. . 

Systems  exempted  from  certain  provisioas  of  the  net:  NONE 
F05002  OJ  TTPA 

System  name:  Technical  Training  Course  Management  Information 
System 

System  locatioa:  At  Headquarters  Air  Training  Command  Ran¬ 
dolph  AFB,  TX  78148  and  Technical  Training  Centers  of  Air  Train¬ 
ing  Command. 

At  Washington  National  Records  Center.  Washington  DC  20409. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

At  Washington  National  Records  Center,  Washington,  DC  20409. 

Categories  of  individnals  covered  by  the  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel. 

Air  Force  civilian  employees. 

Former  Air  Force  civilian  employees. 

Air  Force  Reserve  personnel 

Air  National  Guard  personnel. 

Retired  Air  Force  military  personnel. 

Foreign  Nationals  residing  in  the  United  States. 

Exchange  Officers. 

Personnel  entered  into  or  attending  technical  courses. 


Categories  of  records  in  the  system:  Individual  training  status 
records. 

Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  nses  of  records  maintained  in  the  system,  including  catego- 
rtes  of  nsers  and  the  purposes  of  such  uses:  Maintain  status  of  stu¬ 
dents  and  prepare  training  statistics. 

Pottcics  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Course  identification. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 
Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 
Records  are  controlled  by  computer  system  software. 

Reteatioa  and  disposal:  Deleted  from  files  within  two  years  after 
termination  of  study,  destroyed  by  degaussing. 

System  maaager(s)  and  address:  Chief  Training  Management  In¬ 
formation  Branch  at  each  Center. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
sy  stem  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05002  OJ  TTSA 
System  name:  Student  Record  of  Training 
System  locatioa:  Technical  Training  Centers  of  Air  Training  Com¬ 
mand. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice,  at 
Washington  National  Records  Center,  Washington  DC  20409. 

Categories  of  individuals  covered  by  the  system:  AD  active  duty 
military  personnel 
Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Foreign  nationals 

Categories  of  records  In  the  system:  Records  of  individual  training, 
education,  subjects  studied,  hours,  final  grades 
Authority  for  maintenance  of  the  system:  44  USC  3101 
Routine  nses  of  records  maintained  fas  the  system,  laclndiag  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Record  individual  at¬ 
tendance  and  achievement  ' 

PoUdes  and  practices  for  storing,  retrieving,  secerning,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders 
Retrievability:  Name  conventional 
Safeguards:  Personnel  screening  record  cleilr. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  ffles  for  two  years  after 
the  individual  completes  or  discontinues  a  training  course,  then 
retired  to  Washington  National  Records  Center,  Washington  DC 
20409,  and,  after  28  additional  years,  they  are  ^en  destroyed  by 
tearing  into  pieces,  shredding,  piling,  macerating,  or  burning. 

System  managerfs)  and  address:  HQ  ATC  TTSE  Randolph  AFB 
TX,  78148 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 
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Sacord  MMUcc  catcgoiin:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  ccitate  provIsioM  of  the  act:  NONE 
F0S002  OJMPLSA 

System  name:  Training  Progress  Reading  Proficiency  Case  Fiks 
System  locatten:  Headquarters  Basic  Military  Training  School 
Lackland  AFB  TX  78236 

Catteries  of  lodhidnals  corcred  by  the  system:  All  Basic  trainees 
requiring  special  reading  training  to  increase  their  proficiency 
Categories  of  records  in  the  system:  Progress  records  and  summa¬ 
ries 

Anthority  for  maintenance  of  the  system:  44  USC  3101 
Routine  naes  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  To  record  and  document 
reading  proficiency  progress 

PoUclea  and  practices  tor  storing,  retrieving,  accessing,  retainiag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  notebooks  binders  and  file  cabinets 
Retrievabllity:  Name  and  Social  Security  Account  Numbers 
Safegnards:  Access  by  authorized  personnel  administering  the 
system. 

Records  are  stored  in  security  file  containers/cabinets. 

Retentien  and  disposal:  Retained  in  office  fOet  for  two  years  after 
the  individual  completes  or  discontinues  a  training  course,  then 
retired  to  Washington  National  Records  Center,  Washington  DC 
20409,  and,  after  28  additional  years,  they  are  then  destroyed  by 
tearing  into  pieces,  shredding,  piling,  macerating,  or  burning. 

System  manager(s)  and  addrem:  Commander  Basic  Military  Train- 
mg  School,  Lackland  AFB.  TX.  78236 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Commander  bask  military  school 
Contesdng  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Bask  military  training  records  and  en¬ 
listment  records. 

Systems  exempted  from  certain  provlsioas  of  the  act:  NONE 
F05002  OKPNQSA 

System  naase:  Air  University  Academk  Records 
System  locatlan:  At  Headquarters  Air  University,  MaxweO  Air 
Force  Base,  AL  36112. 

EDC  subsystems  are  located  and  maintained  at  the  following  lo¬ 
cations  Air  Force  Institute  of  Technology/RR.  Wright-Patterson 
AFB  OH  4S433  3823  Academk  Servkes  Group/RR  Maxwell  AFB 
AL  36112  Extension  Course  Institute/EDOR  Gunter  AFS  AL  36118 
Categortes  of  tedividaals  covered  by  the  system:  Graduates,  stu¬ 
dents  currently  or  previously  enrolled  in  AFIT,  AU  PME  schools 
orECI 

Categartes  of  rocords  ks  the  system:  Education  records  whkh  in¬ 
cludes  transcripts,  test  scores,  completion/noncompletion  status, 
training  reports,  ratii^  of  distinguished,  outstanding  or  exceOent 
graduate  as  appropriate  and  other  documents  associated  with 
academk  records 

Anthority  for  maintenance  of  the  system:  44  USC  3101  and  10 
USC  8012 

Rantins  asm  of  records  maintained  in  the  system,  Inclading  catego- 
rim  of  nsers  and  the  purpoam  of  such  nam:  Indivisnals  seeking 
academk  or  certification  credit  for  courses  completed  may  request 
applicable  Registrar  to  send  a  record  of  courses  compkted  to 
school  or  activity  desired.  Faculty  and  staff  of  applkabk  school  as 
wen  as  other  federal  agencks,  having  a  need  to  know,  may  refer  to 
record  in  diKharge  of  offkial  dutks 
Pnlkim  and  praetkm  for  storing,  retrieving,  accessing,  retaining, 
and  ifispming  of  records  in  the  system: 

Storage:  Maintained  in  fOe  folders. 

At  Air  Institute  of  Technology 
Mamtained  in  vkMe  ffle  biii^rs/cabinets. 

Maintained  on  roD  mkrofilm.  at  3825  Academk  Servkes  Group 
Maintained  on  roO  mkrofilm. 


Maintained  on  mkrofkhe.  at  Extension  Course  Institute 

Retrievabllity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibk  for  servking  the 
record  system  in  performance  of  their  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  vaults. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlkd  by  personnel  screening. 

At  AFIT 

Records  are  accessed  by  custodian  of  the  record  system. 

Records  are  accessed  by  person(s)  responsibk  for  servking  the 
record  system  in  performance  of  their  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets '  or  rooms,  at  3823 
Academk  Servkes  Group 

Records  are  accessed  by  custodian  of  the  record  system. 

Records  are  accessed  by  person(s)  responsibk  for  servking  the 
record  system  in  performance  of  their  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  ckared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms,  at  Extension 
Course  Institute 

Retentloa  and  dkpoMl:  30  years  except  masters  transcripts  of  re¬ 
sident  schools  which  is  30  years-at  AFIT  permanent-at  3823 
Academk  Servkes  Group 

Retained  in  offke  files  for  two  years  after  the  individual 
completes  or  discontinues  a  training  course,  then  retired  to 
Washington  National  Records  Center,  Washington  DC  20409,  and, 
after  28  additional  years,  they  are  then  destroyed  by  tearing  into 
pkces,  shredding,  pulping,  macerating,  or  burning,  phis  copy 
retained  for  30  years  then  destroyed-  at  Extension  Course  Institute 

System  managcifs)  and  address:  Registrar  Air  Force  Institute  of 
Technology  Wright-Patterson  AFB  OH  43433  Registrar  3823 
Academk  Servkes  Group  MaxweD  AFB  AL  36112  Registrar  Ex¬ 
tension  Course  Institute  Gunter  AFS  AL  36118 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

At  applkabk  Registrar  name,  SSAN  and  class  designation.  May 
visit  Registrar  office  and  provide  name,  SSAN,  class  designa- 
tkn/course  thk  and  year  compkted  along  with  mil  ID  card. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  m 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedwres:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  source  dcKuments  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

And  testing  agencks-  at  AFIT 

Information  obtained  from  educational  institutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  fordi.  -  at  3823  Acatkmk  Servkes  Group  student 
and  on-the-job  training  offkials-  at  Extension  Course  Institute 

Systems  exempted  tram  certain  provisions  of  the  act:  NONE 
F0S002  OKPNQSB 

System  name:  Student  Record  Folder 

System  location:  At  Headquarters  Air  University,  MaxweO  Air 
Force  Base.  AL  36112. 

EDC  Submanagers  located  at  each  Air  University  Professional 
Military  School/Course  at  MaxweO  AFB  AL  36112  and  Gunter 
AFB  AL  36118 

Categories  el  indlvidaab  covered  by  the  system:  Military  and 
civilian  students 
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Caleforin  9t  records  la  tkc  systeai:  Individual  student  folder  con¬ 
taining  test  results,  speech  and  writing  critiques,  inter- 
view/counscling  record,  faculty  rating,  and  other  documents  per- 
uining  to  student  administration. 

Authority  lor  mafasteBaacc  ol  the  system:  44  USC  3101 

Roudae  uses  of  records  maiataiaed  la  the  system,  iacladlag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Used  by  faculty  and 
staff  of  applicable  school/course  to  evaluate  and  record  per- 
formancc/progress  of  student.  Used  to  determine  suitabilty  for  fu¬ 
ture  faculty  position. 

Policies  sad  practicea  for  storing,  retrieving,  accessing,  retaining, 
sod  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  arc  accessed  by  person(s)  responsible  for  servicing  the 
record  system  m  performance  of  their  official  duties. 

Records  are  accessed  by  guthorized  personnel  who  are  properiy 
screeited  and  cleared  for  necd-to-know. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Retendoa  aad  disposal:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
pulping,  macerating,  or  burning. 

System  maaagcr<s)  aad  addrem:  Director  of  Curriculums  Su^ 
managers  Diiector  of  Administration  (DA)  at  each  school  /course 

Nodttcallon  pracedarc:  Requests  should  be  addressed  to  the 
Director  of  Administration  at  the  applicable  school.  Provide  name, 
SSAN.  May  visit  the  office  of  the  Director  of  Administation  and 
present  acceptable  identification 

Rcoard  acccas  ptaccdarcs:  Individual  can  obtain  assistance  in 
gaining  access  from  appropriate  Director  of  Administration. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Coatcadng  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soarcc  categories:  Individual  student,  instructor  and 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth.  . 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05002  OOJUBJB 

System  name:  Maintenance  Management  Information  and  Control 
System  (MMICS) 

System  locatloa:  At  aO  Air  Force  bases  that  utilize  MMICS. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force's  systems  notice. 

Categories  of  ladhrMaals  covered  by  the  system:  Individuals  as¬ 
signed  to  organizations  involved  in  the  maintenance  of  aircraft  mis- 
s^  and  associated  equipment. 

Categories  of  records  fas  the  system:  On  the  job  training  records. 

Aatbority  for  malntcnaacc  of  the  system:  10  USC  8012 

Roatlae  ases  of  records  maiataiaed  In  the  system,  laclading  catego¬ 
ries  of  users  and  the  purposes  of  sack  ases:  Used  to  establish  and 
maintain  OJT  information  pertaining  to  a  specific  individual  as¬ 
signed  to  a  maintenance  organization  used  by  work  center  super¬ 
visors  and  maintenance  training  personnel  to  maintain  basic  OJT 
data  and  to  monitor  the  OJT  progress  of  individuals  assigned  to  an 
organization. 

Policies  and  practices  for  storing,  retrieving,  acceaslag,  retaining, 
and  itls|ioslng  of  records  in  the  system: 

Storage:  Maintained  on  disks  or  drums. 

RetrlevabOlty:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

Retcntlsa  aad  dispasal:  Maintained  untfl  purpose  has  been  served 
or  for  1  month  whichever  is  sooner.  Destroyed  by  tearing,  pulping, 
burning  or  macerating. 


System  maaagcr(s)  aad  address:  Non-commissioned  officer  in 
charge  of  the  maintenance  documentation  section  at  each  unit 
utilizing  MMICS. 

NadBcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestlag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soarcc  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F05002  OQSCEYA 

System  name:  Training  Progress  (Permanent  Student  Record) 

System  locatloa:  1380  School  Squadron.(Noncommissioned  Of¬ 
ficer  Academy),  Norton  Air  Force  Bate  CA  92409 
Categories  of  iadividnals  covered  by  the  system:  Enlisted  person¬ 
nel  who  are  graduates  of  the  Academy 
Categorlea  of  records  in  the  system:  Name,  grade,  social  security 
number,  duty  title,  security  clearance  ,  marital  status,  organization 
assigned,  education  level,  photo-  graph,  date  of  birth.  Airman 
Qualification  Examination,  evaluation  of  academic  progress 
Authority  for  maiateaance  of  the  system:  44USC3101 
Roatlae  uses  of  records  maiataMed  hi  the  system,  including  catego¬ 
ries  of  users  aad  the  porpoocs  of  such  uses:  To  record  student 
achievement 

Policies  aad  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  ia  the  system: 

Storage:  Maintained  in  card  files. 

RetrlevabiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 
and  stored  in  file  cabinet 

Retendoa  aad  disposal:  Destroy  ten  years  after  individual 
completes  or  discontinues  a  training  course  by  tearing  into  pieces, 
shredding,  pulping,  macerating  or  burning 
System  maaageifs)  and  addrem:  1380  School  Squadron 
(Noncommissioned  Officer  Academy),  Norton  Air  Force  Base  CA 
92409 

Nodficadoa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coalcsthig  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  From  Consolidated  Base  Personnel  Of¬ 
fices  and  from  evaluation  of  student  progress.  System 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05002  OQVDYDA 
System  name:  Unit  Training  Program 
System  locatloa:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force's  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
.  Department  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

Base  Chief  Security  Police  Office 

Categories  of  iadividuala  covered  by  the  system:  AD  military  and 
civilian  Security  Police  personnel 
Categories  of  records  in  the  system:  Name,  grade,  and  dates  of 
training 

Authority  for  maintenance  of  the  system:  10  USC  8012 
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Roatlac  ol  rtcardi  ■■hitoltd  la  the  •jritcai,  iBcladlag  catego* 
rkt  af  uen  aad  the  parpoaes  ol  mch  oaea:  Document  required  train¬ 
ing 

PoUdet  and  praetkea  for  atoriag,  retrieving,  acceaaing,  retaining, 
and  diapoaiag  of  recorda  te  the  ayateni: 

Storage:  Maintained  in  file  foldera. 

RctrievablUtjr:  Filed  by  Name. 

Safegoarda:  Recorda  are  acceaaed  by  custodian  of  the  record 
aystem. 

Recorda  are  accessed  by  peraon(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

open  storage 

Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Syateni  managers)  and  address:  Director  of  Security,  Norton  Air 
Force  Base,  CA  92409 

Natlfhatlan  pmeodnre:  Contact  Base  Sysmanager  and  provide 
name 

Rocosd  access  procednres:  Contact  Base  Sysmanager 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 

Manager. 

Record  aonree  categories:  Completion  of  training  subjects 

Systenu  ezcnipted  from  certain  provisions  of  the  act:  NONE 
F05002  dSCMLNA 

System  name:  Training  Work  Sheet  (GRF  Form  36) 

System  location:  321  Strategic  Missile  Wing/Director  Logistics. 
Grand  Forks  AFB  ND  58201 

Categories  of  individoals  covered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  military  personnel. 

On  training 

Categories  ol  records  In  the  system:  Signatures  of  trainee  and  in¬ 
structor,  tasks,  lesson  plan,  date,  training  time,  performance,  devia¬ 
tions,  comments 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Rondae  uses  of  records  maintalacd  in  the  system,  including  catego- 
rteo  of  users  and  the  purposes  of  such  uses:  Used  to  organize  and 
record  training  conducted  for  missile  maintenance  teams 

Policies  aad  practices  tor  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  fas  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevablllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pu4>ing.  macerating,  or 
burning. 

System  managers)  and  addrem:  Deputy  Commander  for  Lo¬ 
gistics,  321  Strategic  Missle  Wing. 

Nodfication  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force's  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  eertafas  provisions  of  the  act:  NONE 


r0S002  OTMUHJA 
System  name;  Student  Record  File 
System  locatien:  Headquarters  Tactical  Air  Command  (TAC) 
Non-Commissioned  Officer  (NCO)  Academy,  Bergstrom  Air  Force 
Base.  TX  78743 

Categories  of  individuals  covered  by  the  system:  AD  active  duty 
enlisted  mflitary  personnel. 

Categories  of  records  in  the  system:  Individual  student  evaluation 
record 

Authority  (or  maintcaance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  categ^ 
ries  of  users  and  the  purposes  of  such  uses:  Monitor  the  academic 
progress  of  Academy  students/history  file 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  fOes. 

RctrievabilRy:  Filed  by  class/and  by  name 

Safeguards:  Records  are  stored  in  security  file  con¬ 
tainers/cabinets  . 

Rctentioa  and  disposal:  Retained  in  office  files  for  10  years,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating  or 
burning. 

System  manager(8)  and  address:  Director  of  Education,  TAC 
NCO  Academy.  Bergstrom  AFB,  TX  78743 
Notification  procedure:  Commandant,  TAC  NCO* Academy,  Berg¬ 
strom  AFB.  TX  78743 

Record  aceem  procedures:  TAC  NCO  Academy,  Bergstrom  AFB, 
TX  78743 

Contestiag  record  procedures:  The  Air  Force’s  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces  and  from  evaluation  of  student  performance. 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F054M2  OUJCGJA 
System  name:  Training  Progress 

System  location;  United  States  Air  Force  School  of  Applied  Cryp¬ 
tologic  Sciences  (USAFSACS)  GoodfeDow  Air  Force  Base,  TX 
76901 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  enlisted  personnel. 

Categories  of  records  in  the  system:  Enrollment  forms 
Authority  for  maintenance  of  the.system:  10  USC  8012 
Routine  uses  of  records  maintained  in  the  system,  including  ca^o* 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  military  training 
instructors  to  evaluate  student  progress. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Destroy  10  years  after  student  completes 
tiding  by  tearing  into  pieces,  shredding,  pulping,  macerating  or 
burning. 

System  managers)  and  addrem:  USAFSACS  NCO  Academy 
Notifkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. . 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

•  Record  source  categories:  Information  obtained  from  educational 
institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05002  OUJCGJB 

System  name:  Training  Progress  Student  Data  Records 
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Syilc*  ImsIIm:  United  States  Air  Force  School  of  Applied  Ctyp- 
tolofic  Sciences  (USAFSACS)  GoodfeDow  Air  Force  Base,  TX 
7«901 

Catctnries  ef  MHIdnab  corcred  by  the  sysScas:  Amy,  Navy  and 
Marine  Corps  active  doty  military  personnel. 

Air  Force  active  duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categarbs  a(  recrds  in  the  syatan:  Enrollment  fom 
Antbarity  far  mainicsaacc  al  the  system:  10  USC  8012 
Raatlac  nacs  af  rveards  malntatecd  In  the  systeni,  Incladlns  cataga* 
rfas  af  users  and  the  parpaacs  al  sacb  ascs:  Used  by  military  training 
instructors  to  evaluate  student  progress. 

Palldcs  and  practices  for  staring,  retrieving,  acetaslag,  rctabring, 
and  dlspoatag  al  records  ta  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabUity:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

ReScntloa  and  disposal:  Destroy  10  years  after  student  completes 
training  by  tearing  into  pieces,  shredding,  pulping,  macerat^  or 
burning.  • 

System  maaagcr(s)  and  addram:  United  States  Air  Force  School 
of  Applied  Cryptologic  Sciences  (USAFSACS)  GoodfeDow  Air 
Force  Base,  TX  76901 

NatMcatloa  praeadnre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Raesed  accem  peaesdnres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatcadng  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Training  records  and  associated 
background  data 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F0S002  OUMCBVA 

System  name:  Defense  Language  Institute  Student  History 
System  locatloa:  Director  of  Personnel  Plans,  United  States  Air 
Force  Security  Service,  San  Antonio,  TX  78243 
Categories  of  indhrldnals  covered  by  the  system:  DLl  students 
Categories  of  records  in  the  system:  Computer  records 
Anthority  for  maintenance  of  the  system:  10  USC  8012 
Roatine  uses  of  records  maintained  in  the  system,  Inclading  catego¬ 
ries  of  naers  and  the  purposes  of  snch  nses:  Government  use 
Policies  and  practices  for  itsring,  rctrlevlag,  accessing,  retaining, 
and  dispoolag  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

RetrievabUity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  personfs)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  controlled  by  computer  system  software. 

Rctentioa  and  disposal:  Retained  in  office  files  untO  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into'  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  Director  of  Personnel  Plans, 
United  States  Air  Force  Security  Service,  San  Antonio,  TX  78243 
NotUkatlsa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procednrm:  The  Air  Force’s  rules  tor  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individttal  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  mnree  categorim:  Advanced  personnel  data  system 
Systems  exempted  bom  certain  provisions  of  the  act:  NONE 


F05t02  tTYLNGA 

System  name:  United  States  Air  Force  Special  Investigations  School 
Individual  Academic  Records 

System  locatlso:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 

Categotte  of  Individuals  covered  by  the  system:  USAF,  US  Coast 
Guard  enlisted.  Defense  Investigative  Service  and  foreign  national 
students. 

Categories  of  records  in  the  system:  Records  of  individual  training 
and  education  of  each  student  indicating  final  grade  or  ratmg  of 
proficieiKy  obtained  in  each  subject  aiid/or  the  reason  for  non¬ 
completion  of  the  course  of  study. 

Authority  for  mafotenaace  of  the  system:  10  USC  sections  8012 
and  8032.  44  USC  sections  2909,  3101  3102,  3103,  3104  through 
3107,  and  3301  through  3314. 

Rontfoe  nom  of  recorda  malnitsford  in  the  system,  laclnd^  catego¬ 
ries  of  users  and  the  purposes  of  such  osm:  Verification  of  at¬ 
tendance  and  completion  or  noncompletion  of  training.  Provided  to 
investigating  agents  in  criminal  matters. 

PoUdes  and  practicm  far  staring,  retrieving,  accessing,  retalaiag, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  card  files. 

RetrievabUity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Records  are  held  for  25  years  after  course 
is  completed  and  are  then  destroyed  by  tearing  into  pieces, 
shredding  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Commander,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314 

NotUlcatfoa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  reeerd  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained .  from  the  Systems 
Manager. 

Record  source  categories:  Data  is  obtained  from  student  testing 
and  performance. 

Systems  exempted  from  certain  provblons  of  the  act:  NONE 

F0SM2X0J  ED  A  ^ 

System  name:  Community  CoO^  of  the  Air  Force  Student  Record 
System 

System  locatloa:  The  system  is  centrally  administered  by  the 
Community  CoOege  of  the  Air  Force  (ATC/ED)  Randolph  AFB, 
TX  78148  Computer  processing  for  the  system  is  furnished  by  the 
San  Antonio  Data  Services  Center  (SADSC)  8630  Broadway  San 
Antonio,  TX  78217  Microfiche  for  the  system  are  created  by  the 
USAF  Security  Service  (HQ  USAFSS/DADS)  KcUy  Air  Force 
Base,  TX  78243 

Categories  of  Individuals  covered  by  the  system:  The  system  may 
have  a  record  for  any  person  who  has  a  social  security  account 
number  and  who  has  since  1  January  1968  com-  pleted  a  formal 
course  of  instruction  conducted  by  one  of  the  Air  Force  schools 
identified  in  the  current  Community  College  of  the  Air  Force 
General  Catalog.  (Note:  Such  courses  do  not  include  pre-commis¬ 
sioning  courses  and  courses  conducted  exclu-  sively  for  officers  or 
their  civilian  counterparts.)  The  system  also  includes  records 
leflecthig  Air  Force  courses  complete  before  1968  and  other  edu¬ 
cational  accomplishments  for  persons  who  as  enlisted  members  of 
the  Air  Force  registered  in  programs  (rf  study  leading  to  credentials 
awarded  by  the  college.  (Note:  Both  here  and  whm  appropriate 
below,  the  general  term  7Air  Force?  should  be  understo^  as  in¬ 
cluding  the  regular  Ah’  Force,  the  Air  Force  reserve,  and  the  Air 
National  Guard.) 
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Catcforics  •!  rccorda  la  tkc  lyitcai:  The  college  originate*  and 
maintain*  individual  academic  record*  and,  where  nece**ary  to 
serve  Airmen  registered  in  study  programs  leading  to  credentials 
awarded  by  the  college,  maintains  a  variety  of  source  or  substan¬ 
tiating  records  such  as  copies  of  registration  applications  and  docu¬ 
ment  control  records  derived  from  such  applications;  civilian  col¬ 
lege  tran-  scripts;  college  level  examination  program  score  reports; 
copies  of  educational  records  originated  by  other  Air  Force  and 
non-Air  Force  agencies  external  to  the  college  (such  as  the  Federal 
Aviation  Agency,  the  United  States  Armed  Forces  Insti-  tute,  and 
the  Defense  Activity  for  Non-traditioiial  Education  Support);  co¬ 
pies  of  a  variety  of  Air  Force  personnel  records  (such  as  docu¬ 
ments  derived  from  master  records  maintained  by  the  USAF  Milita¬ 
ry  Personnel  Center  and  microfiche  records  of  locator  data);  and 
records  of  credentials  awarded  to  graduates.  As  necessary  to 
manage  the  day-to-day  operations  and  to  plan  development  of  the 
record  system.  The  coDege  also  maintains  copies  and  related 
records  of  communications  from,  to,  or  regarding  persons  in¬ 
terested  in  the  college,  its  educational  programs,  its  student  record 
system,  and  related  matters.  Copies  of  and  statistical  records 
derived  from  individual  responses  to  surveys,  questionnaires,  and 
similar  instruments  authorized  by  HQ  USAF  may  also  be  main¬ 
tained  as  needed  for  managerial  evaluation  and  planning  by  officers 
of  the  college. 

Authority  for  uudutcuancc  of  the  system:  Title  44,  United  States 
Code,  section  3101. 

Routfue  uses  ol  reeords  malutalaed  hi  the  system,  luclndiag  catego- 
rim  of  users  and  the  purpuom  of  such  usm:  Records  originated  in  the 
system  serve  the  purpose  of  docu-  menting,  in  terms  of  credit 
awarded  or  accepted  in  transfer  by  the  college,  individual  educa¬ 
tional  accomplishments  which  satisfy  curricular  requirements  of 
study  programs  leadi^  to  credentials  offered  by  the  college.  Trans- 
cr^ts  of  records  originated  in  the  college  are  at  the  written  request 
of  persons  concern^  furnished  to  any  recipient(s)  designated  in 
such  requests.  Such  recipients  typically  include  Air  Force  Educa¬ 
tion  Services  Centers,  other  offices  wterever  Air  Force  personnel 
are  stationed,  educational  institutions,  and  potential  or  cur-  rent 
employers.  CCAF  transcripts  and  copies  of  other  records  originated 
in  the  college  are  typicaOy  used  to  support  educa-  tional  and  occu¬ 
pational  counselling,  planning,  and  development;  admission  to  other 
colleges;  and  related  individual  affairs.  Other  disclosures  of  per¬ 
sonal  records  originated  in  or  main^  tained  by  the  coDege  may 
without  the  knowledge  or  written  consent  of  persons  concerned  be 
made  to  Air  Force  officers,  enlisted  personnel,  and  civilian  em¬ 
ployees  directly  involved  in  administering  or  supporting  the  educa¬ 
tion  programs  offered  or  records  managed  by  the  college;  other 
Air  Force  officers,  enlisted  personnel,  and  civilian  employees  who 
provide  educationsJ  and  related  services  to  Air  Force  personnel;  of¬ 
ficers  and  employees  of  other  agencies  a*  may  be  neces-  sary  to 
comply  with  proper  requests  for  records  under  the  Freedom  of  In¬ 
formation  Ac^ (Title  3  U.S.  Code  332,  as  amended  by  Public  Law 
93-302);  and  to  officer*  and  employees  of  other  agencies  as  may  be 
neces-  sary  to  overcome  extendi  interruptions  in  normal  computer 
processing  (which  agencies  may  include  the  Veteran:*  Adminis-  tra- 
tion.  Trinity  University,  and  the  United  Services  Automobile  As¬ 
sociation).  Similar  incidental  disclosures  of  information  recorded  in 
the  system  may  be  made  to  employees  of  civilian  contractors  en¬ 
gaged  by  the  Air  Force  to  provide  services  which  directly  or  in¬ 
directly  support  the  record  system.  Contractors  thus  engaged  at  this 
time  are  Rothe  Development  INC,  Support  Contractors  INC,  Fred 
Clark  Electric  Contractors  INC,  International  Business  Machines 
CORP,  Storage  Technology  CORP,  TELEX  Computer  Products 
INC,  ITEL  Computer  Pro^cts  INC,  SORBUS  INC,  Cambridge 
Memories  INC,  Xerox  CORP,  Nashua  INC,  COMDISCO  INC, 
Sperry-Univac  CORP,  Burroughs  CORP,  Honeywell  INC,  General 
Kinetics  INC,  American  Telephone  and  Tele^ph  CO, 
Southwestern  Bell  Telephone  CO.  Strom berg-DatagrapI^  INC,  and 
Minnesota  Mining  and  Manufact-  uring  CO. 

Pollcin  and  practlcca  tar  staring,  retrieving,  acccealng,  retaining, 
and  rttipesing  af  racarda  In  the  system: 

Slarage:  Permanent  student  records  are  maintained  on  and 
reproduced  a*  necessary  from  microfiche  created  by  computer 
processing.  Microfiche  are  maintained  in  special  filing  stands  and  in 
special  three-ring  binders.  Computer  records  are  maintained  on  and 
as  necessary  repro-  duced  from  magnetic  media  (tape  and  disk) 
which  when  not  in  use  are  filed  in  sprcial  cabinets  and  racks  in  a 
library  facility.  Paper  records  are  maintained  in  file  folders,  card 
files,  ahd  conventional  cabinets,  and  in  special  binders  and  cabinets 
designed  for  computer  listings. 


RctrlcvabUlty:  Computer  records  are  retrievable  by  a  combination 
of  social  security  account  number  (SSAN)  and  certain  letters  of  last 
name.  Microficte  records  are  retrievable  by  SSAN  exclusively. 
Paper  records  are  retrievable  by  either  SSAN  or  name.  Note  as 
may  be  necessary  to  support  managerial  studies  by  the  college 
staff,  computer  records  may  also  be  retrieved  in  groups  where  such 
records  bear  common  information. 

Safeguards:  Records  maintained  in  the  college  are  normally  dis¬ 
closed  only  upon  written  request  from  the  persons  whose  records 
are  to  be  disclosed  or  upon  written  request  from  an  Air  Force  of¬ 
ficer  or  employee  responsible  to  provide  educational  or  related  ser¬ 
vices  to  Air  Force  personneL  Disclosures  to  non-Air  Force  agencies 
not  requested  by  the  persons  whose  records  are  to  be  disclosed  are 
made  only  with  consent  of  an  officer  of  the  college  and  as  con¬ 
sistent  with  the  Privacy  Act  of  1974  and  the  Freedom  of  Informa¬ 
tion  Act.  Except  for  disclosures  within  the  college  as  may  be  neces¬ 
sary  to  its  operations,  requests  by  telephone  and  other  unwritten 
means  wOl  not  be  honored  unless  in  the  ju^-  ment  of  a  responsible 
member  of  the  college  staff  the  requestor  is  a  member  or  employee 
of  the  Air  Force  acting  on  behalf  of,  or  b,  the  person  whose  record 
is  requested.  Special  care  is  exercised  to  ensure  complete  identifi¬ 
cation  of  the  requestor,  the  person  whose  record  is  to  be  disclosed, 
and  intended  use.  Other  systematic  safeguards  to  ensure  integrity 
of  records  include  secure  storage  of  successive  generations  of  com¬ 
puter  master  files,  existence  and  long  term  retention  in  other  Air 
Force  agencies  of  records  whkh  would  be  needed  to  rebuild  the  en¬ 
tire  system  in  the  event  of  catastrophe,  and  traditional  measures  to 
ensure  the  security  of  Air  Force  facilities.  All  records  in  the  system 
are  during  duty  hours  attended  by  responsible  Air  Force  personnel 
and  during  non-duty  hours  stored  in  locked  facilities  under  constant 
or  periodic  sur-  veillance  by  Air  Force  security  police  or  compara¬ 
ble  civilian  guards. 

Retention  and  dispoul:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

specific  rules  for  retention  of  permanent  microfiche  and  cor¬ 
responding  magnetic  ^pe  records  have  not  yet  been  deter-  mined. 
It  u  antic^ated  that  such  records  may  need  be  retained  for  not  less 
than  30  and  not  more  than  30  years  beyond  the  latest  entries  on 
each  such  record.  Transitory  computer  records  (such  as  input 
transaction  records  and  records  on  successive  generations  of 
master  fOes)  are  typically  retained  only  so  long  as  they  may  be  use¬ 
ful,  whkh  may  be  as  little  as  48  hours  or  as  much  as  60  days.  Ac¬ 
tive  master  file  records  are  by  their  nature  evolutionary  and  are 
typically  retired  within  180  days  of  a  person:*  sepa-  ration  or  retire¬ 
ment  or  five  years  after  the  most  recent  entry  on  a  given  record. 
(The  last  rule  applies  to  persons  who  were  not  enlisted  Air  Force 
members  when  the  last  entries  on  their  records  were  madei)  Paper 
records  maintained  to  serve  students  registered  in  study  programs 
are  retained  so  long  as  a  registrant  remains  active  in  his  or  her  pro¬ 
gram.  Such  records  are  destroyed  one  year  after  a  registrant 
completes  his  or  her  study  program  or  three  years  after  the  most 
recent  communication  from  an  airman  whose  program  has  not  been 
completed.  Other  records  are  typicaOy  retained  o^y  so  long  as  they 
may  serve  a  useful  purpose,  which  is  typkaUy  between  30  and  90 
days.  No  rule  has  yet  been  defined  for  retaining  records  whkh  veri¬ 
fy  awards  of  credentials  by  the  coUege,  but  it  is  expected  that  such 
records  wfll  need  be  archival. 

System  maaagcr(s)  and  address:  Senior  offkial  responsible  for 
polmies  and  procedures  whkh  govern  the  system 

Deputy  Chkf  of  Staff/Personnel,  Headquarters  United  States  Air 
Force.  System  Manager  President,  Community  College  of  the  Air 
Force  (CCAF/CC)  Randohdi  AFB,  TX  78148 

Nodlicatioa  procedure:  Persons  who  have  not  registered  in  the 
college  should  address  inquiries  regarding  records  maintained  by 
the  college  to  Chkf,  Student  Records  Branch  (CCAF/RRR)  Ran¬ 
dolph  AFB,  TX  78148  Persons  who  have  registered  in  the  college 
may  address  inquiries  as  above  or  to  Chkf,  Careers  Division 
(CCAF/AY),  also  at  Randolph  AFB.  Such  inquiries  wiO  need  in¬ 
clude  the  full  name  (and  former  names  if  appropriate),  SSAN,  and 
birthdate  of  the  inquirer,  and  should  include  a  full  return  address 
(including  zip  code).  Visits  to  the  coQege  are  wekomed,  and  visi¬ 
tors  seeking  information  about  personal  records  should  first  visit 
the  Offke  of  the  Registrar. 

Record  acccM  procedures:  Individual  can  obtain  assutance  in 
gaining  access  from  the  Systems  Manager. 

And  from  addresses  listed  above. 
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PRIVACY  ACT  ISSUANCES 


CMtcftlag  rccvrd  pracedans:  The  Air  Force’s  rukt  for  access  to 
records  and  for  contestinc  and  appcahot  initial  detenninatioDS  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Bccnrd  source  categories;  Information  obtained  from  educational 
institutions. 

Information  obtained  from  automated  system  interfaces. 

And  from  source  documents  submitted  to  the  coOege  by  or  at  the 
request  of  individuals  concerned,  or  by  other  Air  Force  agencies 
acting  on  behalf  of  individuals  concerned. 

Systems  esempted  from  certain  pmvisiens  at  the  act:  NONE 
r0S004  OQKRSMA 

System  aame:  Training  Systems  Research  and  Development  Materi¬ 
als 

System  iocatlen:  IS50th  Aircrew  Training  and  Test  Wing.  Deputy 
Commander  for  Operations,  rl550  Aircrew  Technical  Training 
Wing,  Hill  Air  Force  Base  UT  84406 

Cstegarles  al  Mlvfciaals  covered  by  the  system:  Students  who 
have  completed  training. 

Categories  of  records  In  the  system:  Training  and  effectiveness 
questionaires  for  supervisors  and  graduates, flying  instructor  and 
academic  instructor  improvement  and  evaluation,  evaluation  coor¬ 
dination  sheet. 

Authority  lor  malutenaacc  of  the  system:  10  United  States  Code 
8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  evaluate  and  analyze 
training  effectiveness. 

Policies  and  praettees  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  flle  folders. 

Retrlevabillty:  Filed  by  Name. 

Rank,  social  security  account  number  and  class  number.  • 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dispoaal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  mactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  addrem:  Chief,  Evaluation  and  Analysis. 
15S0th  Aircrew  Training  and  Test  Wing  Hill  Air  Force  Base  UT 
84406. 

NotiBcatiou  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  MatMger. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatasting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  assigned  personnel. 

Systems  esempted  from  certain  provisions  of  the  act:  NONE 
FOSlOl  OJ  DOTB 

Syslam  name:  Flying  Training  Records  -  Student 

System  location:  Headquarters  Air  Training  Command,  Randdlph 
AFB  TX;  Washington  National  Records  Center.  Washington  DC 
20409;  ATC  Pilot  and  Navigator  Training  Wings;  Official  mailing 
addresses  are  in  Department  of  Defense  directory  in  the  appendix 
to  the  USAF  systems  notice. 

Categories  of  hsdlvldnala  covered  by  the  syMcm:  Students  entered 
into  Undergraduate  Pilot  and  Navigator  training. 

Categories  of  records  M  the  system:  Complete  record  of  training 
including  class  number,  flying  and  academic  course  completed,  fly¬ 
ing  hours,  whether  graduated  or  eliminated  and  date,  reasons  for 
elimination.  Faculty  Board  Proceedings,  student’s  performance  in 
each  category  of  training,  inchiding  grades,  evaluations  and  per¬ 
formance  documentation;  background  information  including  name. 


grade,  SSAN,  source  of  commission,  college,  subject  matter,  etc; 
past  training  unit  of  assignment;  class  standing  prior  to  31  Dm  74; 
progress  records  on  minority  students. 

Authority  for  maintenance  of  the  mratem:  44  U.S.C.  .3101,  10 
U.S.C.  8012,  and  Executive  Order  93-97  22  Nov  1943. 

Routine  nom  of  rocords  maintained  in  the  sysSem,  ineinding  catego- 
riso  of  users  and  the  purpoam  of  such  oaco:  Document  and  record 
student  performance;  provide  background  information;  report  to 
Air  National  Guard/Air  Force  Reserve  and  other  Air  Force  training 
units  om  qualifications  of  graduates;  analyze  student  performance  in 
following  training  for  the  purpose  of  evaluating  training  and  revis¬ 
ing  course  content;  also  used  to  monitor  student  performance  by 
source  of  entry,  education  level,  and  minority  status;  record  and 
document  Faci^  Board  proceedings. 

Pallcies  and  practices  for  staring,  retrieving,  acceaslag,  retaining, 
and  dIspBilag  af  records  fo  the  system: 

Storage:  Maintained  in  f3e  folders.  Maintained  in  note 
books/binders.  Maintained  in  card  files.  Maintained  on  computer 
magnetic  tapes.  Maintained  on  computer  paper  printouts. 

RetrlevabiUty:  Filed  by  Name.  Filed  by  Social  Security  Account 
Number  (SSAN).  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person^)  responsible  for  servicing 
the  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records'  are  stored  in  locked 
cabinets  or  rooms. 

Rctentioa  and  dispasal:  Student  grade  books  are  destroyed  three 
months  after  completion  of  training;  Summary  Training  Records  are 
retained  in  office  files  for  two  years,  then  retired  to  Washington 
National  Records  Center.  Washmgton,  DC,  for  eight  years;  other 
records  are  retained  in  office  files  until  superseded,  obsolete,  no 
longer  needed  for  reference  or  on  inactivation.  Faculty  Board 
Records  are  retained  for  one  year.  Destruction  is  by  tearing  into 
pieces,  shredding,  pulping,  macera-  ting,  or  burning. 

System  managerfs)  and  addrem:  Deputy  Chief  of  Staff  Opera¬ 
tions,  Air  Training  Command,  Randolph  AFB,  TX  78148. 

NotiHcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  pneedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  comes  from  source  docu¬ 
ments  such  as  grade  sheets,  written  examinations,  and  flight  ex¬ 
aminations;  from  reports  by  instructors  and  students,  and  from  the 
individual,  automated  system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05181  OCGBUZA 

System  name:  Aircrew  Training  Records,  Aerospace  Defense  Com¬ 
mand  (ADC) 

System  locatioa:  At  headquarters  of  major  commands  and  at  aU 
levek  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

At  headquarters  of  the  major  commands  and  separate  operating 
agencies.  Official  mailing  addresses  are  in  the  Department  of 
Defense  dhoctory  in  the  appendix  to  the  Air  Force’s  systems 
notice. 

Categories  of  indhridnab  covered  by  the  system:  Aircrew  person¬ 
nel.  V 

Categories  of  records  In  the  sy^m:  Initial  qualification  and 
requalifkation  training,  formal  flying  school  records.  Air  Force 
Form  8  certificate  of  Aircrew,  qualification,  other  flying  training 
records. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012. 

Routine  uses  of  records  maintained  In  the  system,  inchiding  catego¬ 
ries  of  users  and  the  purposes  of  sneh  nses:  Monitor  Aircrew  flying 
proficiency  by  ADC  and  subordinate  commands. 

Polfcfcs  and  practices  for  storing,  letrletfog,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 
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Stonge:  MainUiaed  in  note  books/binden. 

MoinUined  at  photographs.  Wall  charts. 

RctricTabilhy:  Filed  by  Name. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(t)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Access  by  individual  Aircrews.  Stored  in  fOe  cabinets. 

Rctcatloa  and  disposal:  Retained  as  long  at  assigned  to  Aircrew 
in  ADC  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
maceratint  or  burning. 

System  managerft)  and  addreas:  Commander  of  flying  units  subor¬ 
dinate  to  HQ  ADC. 

NotMcatlon  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Furnish  name,  ^de  and  social  security  account  number.  Present 
military  identification  or  military  discharge  as  applicable  when  visit¬ 
ing  sysmanager  to  gain  access. 

Record  access  praccdnrm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

C ■■listing  record  procednres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  oonrcc  categories:  Formal  training  schools,  unit  training 
Officers,  flight  evaluation  Officers. 

Systems  exempted  from  certate  pmvisioas  of  the  act:  NONE 
P05101  OCGBDZB 

System  name:  Aircrew  Training  Records  FI06  Aircraft 

System  location:  At  headquarters  of  major  commands  and  at  all 
lev^  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force's  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categortes  of  indlvldnals  covewd  by  the  system:  Aircrew  person¬ 
nel 

Categories  of  records  la  the  system:  Aircrew  flying  training.  Air¬ 
crew  ground  training,  unit  training  simulator  records,  individual 
records.  Aircrew  continuation  training  status  reports. 

Authority  for  maintmance  of  the  system:  10  United  States  Code, 
section  8012 

Routhse  uses  of  records  matetalacd  In  the  system,  iBcluding  catego- 
rtes  of  users  and  the  purpooss  af  such  asss:  Monitor  Aircrew  flying 
proficiency  by  aerospace  defence  Command  (ADC)  and  subordi- 
nant  units. 

Policies  and  practices  for  storiug,  rctrieviug,  acccssiag,  retoinlug, 
and  dlqiosteg  of  rscords  in  the  qrstem: 

Storage:  Maintained  in  note  books/binders. 

Maintained  as  photographs,  wall  charts. 

Retrlevabllity:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

access  by  individual  Aircrews,  stored  in  file  cabinets 

Retention  and  disposal:  Retained  six  months  after  semiannual  cu¬ 
toff  then  destroyed  by  tearing  into  pieces,  shredding,  pulling, 
macerating  or  burning. 

System  managcr(s)  and  addrem:  Deputy  Chief  of  Staff  Opera¬ 
tions,  Headquarters  ADC.  Ent  Air  Force  Base,  Colorado  80912 

NodfIcatlou  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Give  name,  grade  and  social  security  account  number.  When 
visiting  sysmanager  present  military  identification  or  miUlary 
discharge  as  applkable  to  gain  access. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaming  acccss  from  the  Systems  Manager. 

Contestlug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  anJ  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Rscord  source  categories:  Formal  training  schools,  unit  training 
Officers,  flight  evaluation  Officers. 

Systems  exempted  from  certain  provlsioui  of  the  act:  NONE 
PO5101  OCGBUZC 

System  name:  Aircrew  Training  Records  FI 01  Aircraft 

System  location:  At  headquarters  of  major  commands  and  at'all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  arc  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force's  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  indlviduab  covered  by  the  system:  Aircrew  person¬ 
nel. 

Categories  of  records  in  the  system:  Aircrew  flying  training.  Air¬ 
crew  ground  training,  unit  training  simulator  records,  individual 
records.  Aircrew  continuation  training  status  reports. 

Authority  for  maintenance  of  the  system:  10  United  States  Code, 
section  8012 

Routine  uses  of  records  malutaiucd  in  the  system,  iucludtug  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitor  Aircrew  flying 
proficiency  by  Aerospace  Defense  Command  (ADC),  and  subor¬ 
dinate  units. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposlag  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Maintained  as  photographs.  Wall  charts. 

Retrievability:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Access  by  individual  Aircrews,  stored  in  file  cabinets. 

Retention  and  disposal:  Retained  six  months  after  semiannual  cu¬ 
toff  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating  or  burning. 

System  mauagcr(s)  and  addrem:  Deputy  Chief  of  Staff  Opera¬ 
tions,  Headquarters  ADC,  Ent  Air  Force  Base,  CO  80912. 

Notificatlou  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Give  name,  grade,  social  security  account  number,  and  unit  as¬ 
signed.  When  visiting  sysmanager  present  military  identification  or 
military  discharge  as  applicable  to  gain  access. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestlug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Formal  training  schools,  unit  training 
Officers,  flight  evaluation  Officers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05101  OCGBUZD 

System  name:  Aircrew  Training  Records  F102  Aircraft 

System  location:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Ah’  Force's  systems  notice. 

At  Ah  National  Guard  activities.  OfHcial  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Ah 
Force's  systems  notice. 

Categories  of  Individuals  covered  by  the  system:  Aircrew  person¬ 
nel. 

Categories  of  records  in  the  system:  Aherew  flying  training,  Ah- 
crew  ground  training,  unh  training  simulator  records,  individual 
records.  Aircrew  continuation  training  status  reports. 

Authority  for  maiutcaance  of  the  system:  10  United  States  Code, 
section  8012 

Routluc  uses  of  records  maintained  in  the  system,  iucluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitor  Aircrew  profi¬ 
ciency  by  Pacific  Ah  Force  (PACAF),  Aerospace  Defense  Com¬ 
mand  (ADC)  and  subordinate  units. 
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PRIVACY  ACT  ISSUANCES 


PoUdn  aad  practtcca  far  itoriBg,  rctrieviac,  acccMiBg,  rctaWag, 
■ad  i1li|iMiat  at  rccards  la  tkc  syateai: 

Storage:  Maintained  in  note  bookt/binden. 

Maintained  as  photographs.  Wall  charts. 

RctrtevabUMy:  FOed  by  Name. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  oi  their  official  duties. 

Access  by  individual  Aircrews,  stored  in  file  cabinets. 

Rcteattoa  and  dbpasal:  ReUined  six  months  after  semiannual  cu¬ 
toff  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating  or  burning. 

System  managcr(s)  and  addrea:  Deputy  Chief  of  Staff  Opera¬ 
tions,  HQ  ADC,  Ent  Air  Force  Base,  Co  80912 

Notification  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Give  name,  grade,  social  security  account  number  and  unit  as- 
si^ed.  When  visiting  sysmanager  present  military  identification  or 
mditary  discharge  as  applicable  to  gain  access. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  protores:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Formal  training  schoob,  unit  training 
Officers,  flight  evaluation  Officers. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05101  OCGBDZE 

System  name:  Aircrew  Training  Records  F4  Aircraft 

System  location:  At  headquarters  of  major  commands  and  at  aU 
leveb  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  Individnab  covered  by  the  system:  Aircrew  person¬ 
nel. 

Categories  of  records  in  the  system:  Aircrew  flying  training.  Air¬ 
crew  ground  training,  unit  training  simubtor  records,  individual 
records.  Aircrew  continuation  training  status  report. 

Authority  tor  mainteuance  of  the  system:  10  United  States  Code, 
section  8012. 

Roatine  uses  of  records  maintained  in  the  system,  inclndiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitor  Aircrew  profi¬ 
ciency  by  Aerospace  Defense  Command  (ADC)  and  subordinate 
units. 

Polkiea  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

WaO  charts. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Access  by  individual  Aircrews,  stored  in  file  cabinets. 

Retention  and  dbposal:  Retained  six  months  after  semiannual  cu¬ 
toff  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating  or  burning. 

System  managerfs)  and  address:  Deputy  Chief  of  Staff  Opera¬ 
tions,  Headquarters  ADC,  Ent  Air  Force  Base,  CO  80912. 

Nottfication  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Give  name,  grade,  social  security  account  number,  and  unit  as¬ 
signed.  When  visiting  sysmanager  present  military  identification  or 
mlhtary  discharge  as  applicable  to  gain  access. 

Record  access  procedures:  Individual  can  obtain  assbtance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  sonree  categories:  Formal  training  schoob,  unit  training 
Officers,  flight  evaluation  Officers. 

Systems  exempted  from  certain  provbiona  of  the  act:  NONE 
F05101  OCGBUZP 

System  name:  Aircrew  Training  Records  T33  Aircraft 

System  location:  At  headquarters  of  major  commands  and  at  all 
leveb  down  to  and  including  Air  Force  instalbtions.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Categories  of  individnab  covered  by  the  system:  Aircrew  person¬ 
nel. 

Categories  of  records  in  the  system:  Aircrew  flying  training.  Air¬ 
crew  ground  training,  unit  training  simubtor  records,  individual 
records.  Aircrew  continuation  training  sbtus  reports. 

Authority  for  maintenance  of  the  system:  10  United  States  Code, 
section  8012. 

Routine  uses  of  records  maintabed  b  the  system,  bcindbg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitor  Aircrew  flybg 
proficiency  by  Air  Force  Major  Commands,  and  subordbate  units. 

Policies  and  practices  for  storing,  retrievbg,  nccessbg,  rebinbg, 
and  disposing  of  records  b  the  system: 

Storage:  Mabtabed  b  note  books/bbders. 

Wall  charts. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  arc  accessed  by  custodbn  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibb  for  servicing  the 
record  system  b  performance  of  their  official  dutbs. 

Access  by  bdividual  Aircrews,  stored  b  fib  cabbets. 

Retention  and  dbposal:  Retabed  six  months  after  sembnnual  cu¬ 
toff  then  destroyed  by  tearing  bto  pieces,  shreddbg,  pulpbg, 
maceratbg  or  burning. 

System  managerfs)  and  addrem:  Deputy  Chbf  of  Staff  Opcratbns 
Headquarters  Aerospace  Defense  Command  (ADC)  Ent  Air  Force 
Base.  Co  80912. 

Notillcation  procedure:  Requests  from  bdividuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Give  name,  grade,  social  security  account  number  and  unit  as¬ 
signed.  When  vuitbg  sysmanager  present  military  identifkaUon  or 
military  ducharge  as  applkabb  to  gab  access. 

Record  aceem  procedures:  bdividual  can  obtab  assbtance  b 
gabbg  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contestbg  and  appealbg  bitial  determbatbns  by 
the  bdividual  concerned  may  be  obtabed  from  the  Systems 
Manager. 

Record  source  categories:  Formal  training  schoob,  unit  trabbg 
Offbers,  flight  evaluatbn  Offbers. 

Systems  exempted  from  certab  provbioas  of  the  act:  NONE 
F05101  OJ  DOTD 

System  name:  Flybg  Trabbg  Records 

System  location:  Columbus  Air  Force  Base  MS  39701,  Craig  AL 
36701,  LacUand  TX  78236,  Laughlb  Air  Force  Base  TX  78840, 
Mather  Ab  Force  Base  CA  9S655,  Moody  Air  Force  Base  GA 
31601,  Randolph  Air  Force  Base  TX  78148,  Reese  Air  Force  Base 
TX  79489,  Sheppard  Air  Force  Base  TX  73611,  Vance  Ab  Force 
Base  OK  73701,  Webb  Ab  Force  Base  TX  79720,  Willbms  Ab 
Force  Base  AZ  8S224,  Fabchild  Ab  Force  Base  WA  99011,  USAF 
Academy  Co  80840. 

Categories  of  bdhridnab  covered  by  the  system:  Personnel  un- 
dergobg  upgrade  or  bstructor  trabbg  b  T-37,  T-38,  T-41  or  T-43 
aircraft. 

Categories  of  records  b  the  system:  Cbss  number,  appropriate 
trabbg  and  qualification  records. 

Authority  for  mabtenauce  of  the  system:  44  United  Sbtes  Code 
3101 

Routine  uses  of  records  mabtabed  b  the  system,  bcindbg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Documentation  of  Ab- 
crew  performance  and  progress 
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Polktes  aid  practkca  far  stoflat,  rctrkvfaif,  acccaalag,  rctaiaiBft 
aad  diapotiag  af  racards  la  Um  lyatcai: 

Storafc:  Maintained  in  file  folders. 

Maintained  on  computer  paper  printouts. 

RctiieTabllily:  Filed  by  Name. 

Filed  by  Social  Security  Account  Nvmber  (SSAN). 

Salcgnards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Safeguarded  by  personnel  screening. 

Rctcatlea  aad  disposal:  Retained  in  continuation  training  record 
until  reassignment,  then  returned  to  individual. 

System  managcr(s)  and  addrem:  Deputy  Chief  of  staff  for  opera¬ 
tions,  HQ  Air  Training  Command  Randolph  Air  Force  Base  TX 
78148 

Notifkatloa  procedure;  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Cantesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aonree  categories:  Information  from  course  training  docu¬ 
ments. 

Syatema  exempted  from  certain  provlalons  of  the  act:  NONE 
F05101  OJ  DOTE 

System  name:  Flying  Training  Records 

System  location:  Columbus  Air  Force  Base  MS  39701,  Craig  Air 
Force  Base  AL  36701,  Lackland  Air  Force  Base  TX  78236, 
Laughlin  Air  Force  Base  TX  78840,  Mather  Air  Force  Base  CA 
9S6S5,  Moody  Air  Force  Base  GA  31601,  Randolph  Air  Force  Base 
TX  78148,  Reese  Air  Force  Base  TX  79489,  Sheppard  Air  Force 
Base  TX  73611,  Vance  Air  Force  Base  OK  73701,  Webb  Air  Force 
Base  TX  79720,  Williams  Air  Force  Base  AZ  8S224. 

Categorks  of  Indhrldnala  covered  by  the  system:  Flight  crew  mem¬ 
bers  and  flying  supervisors. 

Categories  of  records  fat  the  system:  Taped  radio  transmissions. 

Authority  for  maintenance  of  the  system:  44  United  States  Code 
3101 

Routine  uses  of  records  maintained  In  the  system.  Including  catego- 
rka  of  users  and  the  pnrpoaes  of  such  uses:  Investigation  of  opera¬ 
tions  deviations,  incidents  and  accidents. 

PoUdea  aad  practlcca  for  storing,  retrieving,  accessing,  retaining, 
aad  dlspoatag  of  records  In  the  system: 

Storage:  Maintained  on  a  recording. 

RetrlevablUty:  Filed  by  other  identification  number  or  system 
identifier. 

Filed  by  voice  print  identifier. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Safeguarded  by  personnel  screening. 

Rctantloa  and  disposal:  Remain  on  file  for  one  week  unless  cir¬ 
cumstances  dictate  lon|er  retention.  Then  destroyed  by  tearing  into 
pieces,  shredding,  pulpmg,  macerating  or  burning. 

System  managcffs)  end  addrem:  Deputy  Chief  of  staff  for  opera¬ 
tions,  HQ  Air  Training  Command  Rando4>h  Air  Force  Base  TX 
78148 

Nodflcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
guiuMig  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 


the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonrcc  categories:  Flying  supervision  radio  transmissions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05101  OJMPLSA 

System  name:  Flying  Training  Records 

System  locatloa:  Deputy  For  Flight  Operations,  Officer  Training 
School  USAF  Lackland  Air  Force  Base  TX  78236. 

Categories  of  todlvidnab  covered  by  tbe  system:  AO  students  en¬ 
tered  in  T41  training  at  Lackland  Air  Force  Base  TX  78236. 

Categories  of  records  in  the  system:  Flying  training  grades  con¬ 
tinuity  summary  analysis. 

Authority  for  maintenance  of  the  system:  44  United  States  Code 
3101 

A  • 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoacs  of  such  uses:  Determine  flying  training 
potential 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

waU  charts 

Retrievability:  Filed  by  other  identification  number  or  system 
identifier. 

Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

FQed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  pcrson(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managers)  and  addrem:  Deputy  for  Flight  Operations  Of¬ 
ficer  Training  School. 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aonree  categories:  InternaOy  generated  only. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05101  OQKRSMA 

System  name:  Aircrew  Instruction  Records  (Flying  Training 
Records) 

System  locatloa:  ISSOth  Aircrew  Training  and  Test  Wing,  Deputy 
Commander  for  Operations  HiD  Air  Force  Base  UT  84406. 

Categorim  of  Indhrldnala  covered  by  the  system:  Students  and  in¬ 
structors  undergoing  training. 

Categorim  of  records  In  the  system:  Graduate  training  summary, 
student  counseling  record,  practical  exercise/ground  training 
record,  student  activity  reconi,  student  flying  record  by  name,  so¬ 
cial  security  number,  rank  and  class  number. 

Authority  lor  malatcaance  of  the  system:  10USC8012 

Routine  nsm  ol  records  maintained  In  the  system,  lacindtag  catego¬ 
rim  of  users  and  the  pnrpoam  of  such  aam:  To  reemd  student  ac¬ 
complishment  of  traiiung  objectives. 

Pollcka  aad  practicm  for  storing,  retrieving,  accessing,  retaInMg, 
and  dkpoalag  of  records  fas  the  syatem: 

Storage:  Maintained  in  file  folders. 

RetrievablHty:  Filed  by  Name. 

Rank,  social  security  account  number,  course,  class  number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 
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PRIVACY  ACT  ISSUANCES 


Records  are  accessed  by  person(s)  responsible  for  serviciat  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

RHcntloa  and  dispasal:  Destroy  by  tearing  into  pieces,  puhiing, 
burning,  shredding  or  macerating  one  year  after  dep^ure. 

System  maaagcr<s)  and  addras:  Deputy  Commander  for  Opera¬ 
tions,  ISSOth  Aircrew  Training  and  Test  Wing  HiO  Air  Force  Base 
UT  84406. 

NotMcatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

CoutestlBg  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Information  from  assigned  personnel. 

Systems  eaempted  from  certaM  provislous  of  the  act:  NONE 
FOSIOI  OQKRSMB 

System  name:  Training  Aids  Usage  (Simulator  Student  Training 
Records) 

System  locatloa:  Simulator  Branch,  lS50th  Technical  Training 
SquadronCTTS),  attn:TTO,  Hill  Air  Force  Base  Ut  84406. 

Categortes  of  ludhrldnals  eovered  by  the  system:  Simulator  course 
students. 

Categortes  of  records  lu  the  system:  Flying  training  record,  activi¬ 
ty  record,  course  sign  in  roster. 

Authority  for  mahiteuaucc  of  the  system:  10  United  States  Code 
8012 

Routhse  uses  of  records  malataiacd  la  the  system,  lacladlBg  catego- 
rtes  at  users  atKl  the  purposes  of  such  uses:  Trend  analysis,  l^torical 
data  on  simulator. 

FoUdes  and  practices  for  storfag,  rctrtevlag,  accessing,  rctafadag, 
aaddlsposlag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  booksA>inders. 

Retrtevablttty:  Filed  by  Name. 

Chronologically. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rcteatioa  and  dispasal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  aad  addrem:  Officer  in  Charge,  Simulator 
Branch,  1550  Technical  Training  Squadron,  HiO  Air  Force  Base  UT 
84406. 

NatWcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gsining  access  from  the  Systems  Manager. 

Contestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determiiutions  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Special  orders,  messages  and  instruc¬ 
tors. 

Systrms  exempted  from  certain  provisions  of  the  act:  NONE 
FtSlOl  OTMUHJA 

System  name:  Tactical  Air  Command  Automated  Flying  Training 
Management  System. 

System  locatioa:  All  Tactical  Air  Command  Wings,  Squadrons, 
Numbered  Air  Forces,  and  Headquarters,  Tactical  Air  Com- 
mand/DOOR. 


.Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categortes  of  tedivldnab  covered  by  the  system:  Aircrew  members 
in  Tactical  Air  Command  maintaining  qualtfkation  in  command  as¬ 
signed  aircraft. 

Categortes  of  records  in  the  system:  Continuation  training  items 
directed  by  Air  Force  and  Tactical  Air  Command  directives.  In¬ 
cludes  flying  times  for  current  month,  training  cycle,  and  cumula¬ 
tive  career  totals,  currencies  as  required  by  weapons  system,  flying 
and  simulator  sorties  and  events,  and  various  ground  training  items, 
and  other  information  such  as  social  secuirty  account  number, 
ratings.  Air  Force  Speciality  Codes,  date  of  birth,  unit  assigned, 
availability  data,  assignment  dates,  training  phase  and  qualifica¬ 
tions. 

Authority  for  maintenance  of  the  system:  10  U.S.C.  8012 

Routhse  uses  of  records  malataiacd  la  the  system,  iacludiag  catego¬ 
rtes  of  users  aad  the  purposes  of  such  uses:  Used  to  monitor  the 
status  of  continuation  training  by  individuak  and  unit.  Data  is 
available  at  the  unit,  wing,  numbered  Air  Force,  Headquarters  of 
Tactical  Air  Command. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Rctrtevabillty:  Filed  by  crew  member’s  first  letter  of  last  name 
and  last  four  digits  of  the  social  security  account  number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

Records  are  stored  in  secure  areas  with  controlled  access. 

Rcteatioa  aad  disposal:  Retained  in  units  for  six  months  after 
training  cycle.  History  files  are  retained  at  Headquarters  Tactical 
Air  Command  for  anidysis  purposes.  Information  is  destroyed  by 
tearing  into  pieces,  pulping,  burining,  shredding,  or  macerating:  or 
in  the  case  of  computer  tape,  degaussing. 

System  maaager(s)  aad  addrem:  Deputy  Chief  of 
Staff/Operations,  Headquarters,  Tactical  Air  Command,  Langley 
AFB,  VA  23665. 

Notfflcatioa  pfaccdure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  proccdurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestiag  record  pro^urm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  obtained  from  the  Systems 
Manager. 

Record  source  categortes:  Information  obtained  from  the  in¬ 
dividual  concerned  and  other  source  documents. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
F05101A0SSGBPA 

System  name:  Aircrew  Resource  Management  System 
(SACARMS)/Aircrew  Qualification  Report 

System  location:  All  Strategic  Air  Command  (SAC)  Tactical 
Wings/NAF/HQ  SAC  DOTF  offices. 

Categortes  of  Indlvldnals  covered  by  the  system:  AD  SAC  person¬ 
nel  on  active  flying  status.  Maintaining  currency  in  operational  air¬ 
craft. 

Categortes  of  records  fas  the  system:  Mission  accomplishment  re¬ 
ports  for  ground  and  flying  training  events  by  individual/crew  posi¬ 
tion.  aircraft  and  unit  depicting  scheduled,  accomplished,  reliabili¬ 
ty  .'required,  remaining  and  date  accomplished. 

Authority  for  malatcnaacc  of  the  system:  10  United  States  Code 
8012 

Routiae  nam  of  records  maintained  te  the  system,  taclndlag  catego¬ 
rtes  of  users  aad  the  parposm  of  such  asm:  ne  purpose  is  to  evMu- 
ate  and  monitor  the  Air  Force  required  Aircrew  continuation  train¬ 
ing  program  flight  management.  The  users  are  Wing.  NAF  and 
MAJCOM  flight  managers  and  mission  development  Officers.  The 
data  is  used  for  mission  development  and  Aircrew  resource 
management. 
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PcIklM  ud  practkn  for  stortaif,  rctrkviag,  acccHtac,  rcUiateg, 
aod  dlopoofag  of  rocorda  !■  tkc  ■jtiIcb: 

Stoni(c:  Maintained  in  file  f olden. 

Maintained  in  card  files. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Rctrlcr ability:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safcgaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  arc  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroYcd  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managetfs)  and  addrem:  Commander  in  Chief,  Strategic 
Air  Command,  SAC/DOTF  and  DOTT,  Offutt  Air  Force  Base,  NE 
68113. 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Roenrd  accern  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  prot^nres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systeass  exempted  from  certain  provisions  of  the  act:  NONE 
P05301  DPP  A 

System  name:  Air  Force  Academy  Appointment  and  Separation 
Records 

System  location:  At  Headquarters  Upited  States  Air  Force, 
Washington  DC  20330. 

Categories  of  indhrldoals  covered  by  the  system:  Nominees  for  Air 
Force  Academy  appointment  and  cadets  in  training  at  the  Air  Force 
Academy  for  each  Member  of  Congress,  the  Vice  President, 
Governors  of  Territories,  and  aO  other  nominating  sources. 

Categories  of  records  ta  the  system:  DD  Form  1870  •  'Nomination 
for  Appointment  to  the  United  States  Air  Force  Academy,  Military 
Academy,  Naval  Academy’  containing  nominee's  name,  address, 
date  of  birth,  social  security  number,  telephone  number,  temporary 
address  (if  any),  type  of  nomination  (principal  or  competitive), 
numbered  vacancy,  and  date  submitted,  name  and  signature  of 
Member  of  Congress  Or  other  authorized  nominating  source  sub¬ 
mitting  the  nomination;  AFHQ  Form  0-339  •  'Air  Force  Academy 
Nominee  Record'  Description  of  data  contained  on  AFHQ  Form  ()- 
339  -  The  names  of  the  nominees  of  each  Member  of  Congress,  the 
Vice  President,  and  other  authorized  nominating  sources.  (Each 
Member  may  nominate  a  total  of  ten  for  each  vacancy  available.) 
The  card  alM  indicates  whether  a  nominee  withdraws  from  con¬ 
sideration  for  Academy  appointment  or  if  he  is  medically 
disqualified  and  the  nominating  system  used  by  the  nominating 
autterity;  -  'Chargeable  and  Nonchargeable  Air  Force  Academy 
Appointment  Record’  Data  maintained  thereon:  The  names  of  the 
cadets  entering  each  year  for  each  Member  of  Congress  and  other 
nominating  sources  indicating  charge  or  not  charged  to  their  quota 
(5  allowed  at  any  one  time  •  10  United  States  Code  (USC)  (9342), 
year  of  scheduM  graduation  or  separation  date  and  reason,  and 
reapportionment  actions;  •  'Report  of  Separation  from  the  United 
States  Air  Force  Academy’  Data  contained  thereon  -  Name,  cadet 
number,  scheduled  graduation  date,  reason  for  separation,  name  of 
congressional  sponsor  and  whether  the  separation  action  provides 
an  additional  vacancy  for  the  Congressional  sponsor;  -  'Report  of 
United  States  Air  Force  Academy*  containing  spaces  to  insert 
names  of  cadets  in  training  who  are  charged  to  the  quota  of  a 
Member  of  Congress. 

Anthority  fw  maintenance  of  the  system:  Title  •  10  USC  •  Armed 
Forces  •  Chapter  903,  United  States  Air  Force  Academy  9342, 
9344,  9343;  and  Senate  Resolution  IS4,  10  June  1%3  and  10  USC 
8012  . 


Routine  nses  of  records  maintained  In  the  system,  Incinding  catego- 
ries  of  users  and  the  purpooes  of  such  uses:  When  separation  of  a 
cadet  from  the  Academy  occurs,  the  system  is  used  by  Cadet 
Branch  Personnel  to  determine  who  nominated  the  cadet  so  that 
notification  of  the  separation  of  the  cadet  can  be  made  to  the  Con¬ 
gressional  sponsor.  Also  used  in  making  reply  to  any  Member  of 
Congress  woo  requests  information  concerning  who  nominated  a 
cadet  for  Academy  entrance  (10  USC  9342(h)).  /  //A  form  is/  main¬ 
tained  annually  on  each  Member  of  Congress,  the  Vice  President, 
and  other  autitorized  nominating  sources.  Upon  receipt  of  nomina¬ 
tions  from  Members  of  Congress  ,  only  the  name  of  the  nominee  is 
entered  on  the  Form  and  the  nominating  system  used  by  the 
member.  The  form  is  used  to  indicate  withdrawal  of  a  nominee  or 
medical  disqualification  in  order  to  determine  the  number  of  active 
candidates  at  any  given  time  (10  allowed  per  vacancy  (10  USC 
9342)).  Cadet  Branch  personnel  use  to  answer  inquiries  from 
nominating  sources.  An  AFHQ  Form  0-831  (card)  is  maintained  on 
each  Member  of  Congress,  the  Vice  PresMent,  and  other 
authorized  nominating  sources.  Upon  entrance  of  each  new  class  to 
the  Air  Force  Academy,  the  names  of  the  cadets  entering  for  each 
Member  of  Congress,  etc.  is  posted  to  the  individual  Congressional 
sponsor’s  card.  This  record  card  is  used  by  Cadet  Branch  personnel 
to  determine  the  number  of  vacancies  available  to  all  authorized 
nominating  sources  so  that  notification  of  vacancy  information  can 
be  furnished  to  Members  of  Congress  annually.  Upon  separation  of 
an  Academy  cadet,  the  name  is  crossed  out  and  a  notation  made  of 
the  date  of  graduation/separation  and  reason  for  separation. 
Another  form  is  used  as  an  attachment  to  a  letter  of  notification  to 
the  Congressional  sponsor  when  a  cadet  is  separated.  •  Upon  spe¬ 
cial  request  from  Member  of  Congress,  another  form  is  used  to 
provide  the  names  of  charge  cadets  (principals)  to  their  authorized 
quota  and  the  year  of  scheduled  graduation.  Also  used  to  notify 
new  Members  of  Congress  of  the  chargeable  cadets  upon  entering 
Congress.  Cadet  Separation  Case  Files  •  A  cadet  separation  case 
file  is  maintained  on  every  cadet  separated  for  the  period  of  time 
his  class  is  in  training  and  for  one  year  after  class  graduation,  then 
destroyed  since  these  records  are  maintained  permanently  by  the 
Air  Force  Academy.  The  case  files  are  maintained  since  tto  office 
is  the  responsible  staff  office  for  implementing  the  Secretary  of  the 
Air  Force  instrument  of  separation/discharge  action.  The  case  files 
are  further  used  to  reply  to  Congressional  inquiries  concerning 
separation  actions.  The  data  contained  in  the  separation  case  file 
are:  copy  of  cadet's  resignation/separation  action;  copy  of  Acade¬ 
my  Superintendent’s  letter  to  Secretary  of  the  Air  Force  containing 
recommendation  on  type  of  separation  action;  copy  of  Secretary  of 
the  Air  Force  Memorandum  directing  type  of  separation;  copy  of 
'Report  of  Separation  from  United  States  Air  Force  Academy’; 
copy  AF/DPPA  notification  letter  to  Congressional  sponsor  con¬ 
cerning  separation;  cOpy  of  AF/DPPA  notification  letter  to  United 
States  Air  Force  Academy  Commandant  of  Cadets  effecting  the 
decision  of  the  Secretary  of  the  Air  Force;  copy  of,  'Disenrollinent 
From  Officer  Candidate-Type  Training.’  (Prepared  by  Comman¬ 
dant,  Air  Force  Academy);  copy  of,  'Armed  Forces  of  the  United 
States  Report  of  Transfer  or  Discharge.'  (Prepared  by  Comman¬ 
dant,  Air  Force  Academy);  copy  oif  Special  Orders  effecting 
separation/discharge  action.  Information  in  the  record/records 
system  is  used  to  provide  information  to  Members  of  Congress,  the 
Vice  President,  District  of  Columbia  Delegate,  Governors  of  Terri¬ 
tories  and  South  American  Republic  countries  and  the  Philippines 
on  candidate  nominations,  cadet  vacancies,  appointments*  and 
separations. 

PoUctes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbpodng  of  records  in  the  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rctrievabillty:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  • 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Upon  entry  of  the  class  each  year,  forms 
are  destroyed  on  unsuccessful  candidates,  by  tearing  into  pieces, 
shredding,pulping,macerating,or  burning.  The  forms  on  selected 
cadets  are  maintained  in  tte  Kardveyor.  One  form  is  maintained 
permanently. 

System  managers)  and  address:  Deputy  Chief  of  Staff/Personnel, 
Headquarters  United  States  Air  Force. 
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PRIVACY  ACT  ISSUANCES 


N«dllcatlM  prMcdwt:  RequeaU  froni  iodtviduab  thould  be  ad¬ 
dressed  to  the  Systems  Manacer. 

Record  access  procedores:  Indhridual  can  obtain  assistance  in 
gawihn  access  from  the  Systems  Manater. 

riinli  stint  recard  procedares:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contestinc  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  category;  Members  of  Congress,  the  Vice  Pre¬ 
sident  and  other  nominating  sources. 

Systems  esempted  from  certain  provWoas  of  the  act:  NONE 
P05301XOBXQPCB 

System  name:  Education  and  Research  Data  Base 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  indWIdnals  covered  by  the  system:  Active,  retired 
and  separated  Air  Force  officers  wbo  received  their  commissions 
through  the  USAF  Academy. 

Categarlea  of  records  in  the  system:  High  school,  college  and 
USAF  career  information  inchidiag  military  performance,  academic 
performaace,  certain  medical,  disc^hnary  and  personal  facts. 

Authority  for  moMtruance  of  the  system:  10  USC  8012 

Rautins  uses  of  records  maintained  In  the  system,  Inclndlag  catego- 
rim  of  users  and  the  pnrpoam  of  snch  nacs:  Purpose  of  System:  To 
provide  readily  available  information  on  Academy  graduates. 
Category  of  Users:  Faculty  and  staff.  Specific  Use:  Used  to 
compktc  various  anises  and  u^uiries  concerning  how  Academy 
graduates  are  competing  with  their  contemporaries. 

Pottclm  and  pructicm  lor  staring,  retrieving,  accessing,  retaining, 
and  dlspoafug  of  records  hi  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

RetrlevabUlty:  Filed  by  Name.' 

Filed  by  Social  Secuii^  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  authorized  personnel  wbo  are  properiy 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentlsa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  Btauagcr(s)  and  addrem:  Dean  of  the  Faculty 

Natifk  stiou  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rocord  aceem  procodurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  rocord  proeedurm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorlm:  Information  obtained  from  educational 
institutions. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certalu  provisloas  of  the  act:  NONE 
P05302  OBXQPCB 

System  name:  Air  Force  Academy  Candidate  System 

System  ktcatlua:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  Mdlvldaals  covered  by  the  system:  Air  Force  Acade¬ 
my  nominees/applicants. 

Categories  of  records  In  the  system:  Candidate  Evaluation  Record, 
Liaiaon  Officer  Evaluation,  Letter  of  Evaluation  from  High  Schott 
or  College,  and  Drug  Abuse  Certificate. 

Authority  lor  malutenanre  of  the  system:  10  USC  903,  10  USC 
8012 


Bwrtlne  uses  of  records  maintalnod  In  the  system,  fascladlng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Admissions  Of-  j 
fke.  Selection  Panels,  Academy  Board,  Athletic  Department,  and  1 
Preparatory  School  personnel  for  selection  of  cadets  to  attend  the  t 
USAF  Academy  and  Preparatory  School.  Also,  used  to  evaluate 
candidates  for  recommendation  for  civilian  preparatory  school 
scholarshms.  Used  to  form  the  nucleus  of  the  cadet  record  for  can¬ 
didates  selected  to  attend  the  Academy. 

Pulidos  and  practices  lor  storing,  retrieving,  accessing,  rctainlug, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  disks  or  drums. 

RetrlevabUlty:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoo(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Rctentloa  and  disposal:  Retained  in  ofHce  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Except  records  on  candidates  wbo  accept  appointments  are  sent 
to  the  Cadet  Records  Section,  where  they  are  included  in  the  Cadet 
Personnel  Records  System  maintained  at  USAF  Academy,  CO 
80840. 

System  managers)  and  addrem:  Director  of  Admissions  and  Re¬ 
gistrar 

Notification  procedure:  See  Exemption 

Record  accem  proeedurm:  See  Exemption 

Contesting  record  proeedurm:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorlm:  See  Exemption 

Systems  exempted  tram  certain  provUoas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  SS2a  (j)  or  (k),  as  applicable. 

For  additional  information,  contact  the  Systems  Manager. 

F05302  OBXQPCC 

System  name:  03302  OBXQPCC  Active  Cadet  Counseling  File 

System  location:  United  States  Air  Force  Academy,  USAF 
Academy  CO  80840. 

Categorlm  of  Individuals  covCTcd  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categorlm  of  records  in  the  system:  Liaison  Officer  Evaluation 

Authority  lor  maintenance  of  the  system:  I0USC8012 

Roufine  asm  of  records  maintained  In  the  system,  Inclnding  catego¬ 
rlm  of  users  and  the  pnrposm  of  such  asm:  Used  by  counselors  as¬ 
signed  to  Cadet  Counseling  to  assist  the  cadet  with  one  or  more 
counseling  related  problems. 

Pollcim  and  praetkm  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabllity:  FQed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  stored  in  safes, 
locked  cabinets  or  rooms. 

Rctentloa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  manager(s)  and  addrem:  Director  of  Admissions  and  Re- 
-gistrar 

Notifies ttou  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  accem  proeedurm:  The  individual  can  obtain  assistance  in 
gaining  acceu  from  the  System  Manager. 

Contesting  record  proc^urm:  The  Air  Force’s  rules  for  accem  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soercc  categories:  Information  obtained  from  liaison  of¬ 
ficers. 

Systems  exempted  from  eertaln  provlalons  of  the  act:  NONE 
F0S3030BXQPCAB 

System  name:  Preparatory  School  Records 
System  location:  At  United  States  Air  Force  Academy,  CO  80840. 
Categories  of  Individuals  covered  by  the  system:  Preparatory 
School  Students 

Categories  of  records  in  the  system:  This  system  contains 
academic  performance,  counseling,  disenroUment,  and  physical  fit¬ 
ness  information. 

Authority  for  maintcnaacc  of  the  system:  H)  USC  8012 
Rontlnc  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Data  is  used  to  measure 
student  performance,  progress  and  potential,  for  counseling  pur¬ 
poses  and  for  possible  disciplinary  or  disenroDment  action.  Infor¬ 
mation  contained  on  the  record  card  consisting  of  grade,  per¬ 
formance,  and  personal  information  pertaining  to  the  student  is 
used  to  provide  transcripts  when  requested,  to  inform 
pmnts/guardians  concerning  student  placement  on  academic  ad¬ 
visement  or  probation  and  other  pertinent  information  as  required, 
when  authorized  by  the  cadet,  and  used  by  Preparatory  School  ad¬ 
ministrative  personnel  for  management  purposes  such  as  emergency 
data,  Le.  blood  type,  etc.  Physic  fitness  test  scores  are  furnished 
to  t^  Registrar’s  Office  for  use  in  verification  when  considering 
student  for  nomination  to  the  USAF  Academy. 

PuUdes  and  practices  fur  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  fas  the  system: 

Ston^:  Maintained  in  file  folders.  Maintained  in  card  files. 
Maintained  on  computer  paper  printouts. 

RctrlcvabiUty:  Filed  by  name  and  year  of  enrollment 
Safeguards:  Access  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties.  Stored  in 
I  locked  cabinets  or  rooms. 

j  Retention  and  disposal:  Counseling  records,  academic  placement, 

and  physical  fitness  information  are  destroyed  at  the  end  of  the 
academic  year;  college  board  test  data  is  retained  in  office  files  for 
three  months  after  monthly  cut-off,  the  destroyed;  copy  of  disen- 
roDment  data  is  retained  for  5  years  after  disenrolteent  then 
destroyed;  performance  and  student  potential  data  used  by 
academic  instructors  retained  for  1  year;  and  the  record  card  for  10 
years  after  completion  of  the  program,  then  retired  to  the  USAF 
Academy  CO  80840  staging  area  where  they  are  kept  per-  manently. 
Remaining  documents  in  the  system  are  destroyed  when  no  longer 
needed  for  reference  purposes  or  when  superseded.  Destruction  is 
by  tearing  into  pieces,  shredding,  pulping,  macerating,  burning,  or 
burying. 

System  maaagcr(s)  and  address:  Commander,  Preparatory  School, 
USAF  Academy,  CO  80840. 

NotlHcation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  l)e  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  the  academic  depart¬ 
ments  within  Prep  School,  based  on  performance  of  students.  Prep 
School  Commander,  from  tests  administered  to  students,  from  stu¬ 
dent. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05304  OBXQPCB 

System  name:  Academic  Requirements 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  Indlvidaab  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Themes,  research  papers, 
graded  recitations,  graded  reviews,  other  graded  work,  laboratory 
reports,  case  studies,  final  and  midterm  examinations,  turnout  ex¬ 
aminations,  validation  examinations,  and  graded  reviews  for  cour¬ 
ses  in  which  no  final  examination  is  given. 


Authority  lor  maintenance  of  the  system:  I0USC903 

Rontiae  uses  of  records  malatafascd  in  the  system,  fasclndlag  catego¬ 
ries  of  users  and  the  purposes  of  sach  uses:  Utilized  in  assigning 
grade  score  by  Faculty  departments.  Used  to  monitor  progress  of 
cadets  throughout  the  academic  year  and  to  determine  grades. 

PoUdes  and  practices  far  storing,  retrieving,  accessing,  rctalaiag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrlevabiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  arc  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retain  for  no  more  than  90  days  after  the 
end  of  the  semester  in  which  administered  or  until  ^  cadet  gradu¬ 
ates.  whichever  is  sooner.  At  the  discretion  of  the  course  director, 
return  to  the  cadet  for  retention  as  reference  and  study  materials. 

System  managerfs)  and  addrem:  Dean  of  the  Faculty 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Course  requisites 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F05304  OBXQPCC 
System  name:  Academic  Grades 

System  location:  At  United  States  Air  Force  Academy,  CO  80840. 

Categories  of  ladlvidnals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  la  the  system:  Various  cadet  grade  reports, 
cards  and  sheets  utilized  in  auditing  and  distributing  academic 
grades. 

Authority  for  maintenance  of  the  system:  10USC903 

Rontiae  uses  of  records  maintained  in  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  sach  uses:  Purpose  of  System: 
Used  in  auditing  and  distributing  academic  grades.  Category  of 
User:  Dean  of  Faculty  staff.  Spectfic'Use:  Compfled  to  determine  a 
letter  grade  for  each  student  in  each  course. 

Policies  and  practices  for  storing,  rctrleviag,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  files. 

Maintained  on  computer  paper  printouts. 

Retricvabillty:  Filed  by  Name. 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Cadet  Grade  Report;  1  copy  placed  in 
course  book  as  history  of  course,  all  other  copies  destroyed  after 
one  year  by  tearing  into  pieces.  Grade  Card  u^  as  input  to  com¬ 
puter  and  destroyed  at  tiie  end  of  each  semester  by  tearing  into 
pieces.  Permanent  Record  Card  is  the  permanent  record  of  each 
cadet’s  grades.  It  is  retained  in  Cadet  Records  Section,  USAF 
Academy,  CO  80840. 

System  managcifs)  and  addrem:  Dean  of  the  Faculty. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 
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Cwtcadag  rcc«ni  proccdwm:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
tbe  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rccwd  aanree  categories;  Information  obtained  from  educational 
institutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  esempted  from  certain  provisions  ol  the  act:  NONE 
FM003  ANGBXOB 

SystcBi  name:  Progress  Report,  Undergraduate  Pilot  Training 

System  locadon:  Office  of  Director,  Air  National  Guard 

Categories  of  Individnals  covered  by  the  system:  Air  National 
Guard  Undergraduate  Pilot  Trainees 

Categories  of  records  in  the  system:  Evaluation  of  Pilot  Training 
Progress 

Anthoiity  for  maintenance  of  the  system:  10  United  States  Code 
275 

Roothm  nam  of  records  maintained  In  the  system,  including  catego* 
rtes  of  users  and  the  purposes  of  such  uses:  Used  at  National  Guard 
Bureau  Level  to  Determine  Individual  Capability  to  Perform  Safely 
In  Home  Unit  Weapons  Systems 

Policies  and  praetkea  lor  storing,  retrieving,  accessing,  retafaiing, 
and  disposing  of  records  hi  the  sysSem: 

Storage;  Maintained  in  file  folders. 

RetrievabiUty:  Filed  by  Name. 

Saiegoards:  Records  are  stored  in  safes. 

Reteatloa  and  disposal:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  bumiDg. 

System  manager(s)  and  addrem:  Director  of  Air  National  Guard, 
Headquarters  United  States  Air  Force. 

Nodficatloa  praesdure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtamed  from  the  Systems 
Manager. 

Record  source  categories:  Information  Obtained  from  UPT  Flying 
Traming  DCO 

Systenu  esempted  from  certain  provisioas  of  the  act:  NONE 
FM005  XOOFF  A 

System  name:  06005  XOOFF  A  Air  Force  Operations  Resource 
Management  Systems  (AFORMS). 

System  locatloa;  Headquarters  United  States  Air  Force  and  major 
command  headquarters.  Air  Force  Inspection  and  Safety  Center, 
Norton  Air  Force  Base,  CA  92409.  Consolidated  flight  record 
custodians  at  Air  Force  installations. 

Categories  of  individnals  covered  by  the  system:  Air  Force  active 
duty  military  personnel.  Army,  Navy  and  Marine  Corps  active  duty 
mibtary  personnel  Air  Force  civilian  employees.  Air  Force  Reserve 
and  Air  National  Guard  personnel.  Exchange  Officers,  who  are  as¬ 
signed  to  aviation  duties  by  competent  authority  are  attached  to  the 
USAF  for  flying  support  or  who  have  been  suspended  from  flying 
duties  for  a  perM  of  not  more  than  3  years. 

Categories  of  records  fas  the  system:  The  base-level  AFORMS  data 
base  contains  a  master  file  of  flying  records  for  each  mdividual,  in 
categories  hated  above,a  month-to-date  transaction  file  and  a 
twelve  month  history  fOe.  A  centralized  file  of  selected  information 
from  each  individnal's  master  record  is  also  maintained  at  HQ 
USAF.  In  addition  to  automated  data  fOes,  this  system  uses  manual 
foes  for  maintaining  historical  data  and  important  source  docu¬ 
ments.  An  Individual  Flight  Record  Folder  (IFR)  is  estabUshed  for 
each  category  of  fliers  listed  above  and  is  the  prime  repository  for 
a  monthly  computer  hsting  which  itemizes  each  individual's  flight 
accomplishments  during  the  month  as  well  as  various  source  docu¬ 
ments  which  serve  to  validate  information  entered  into  the  com¬ 
puter  data  base  for  the  system.  Each  flight  management  office 
maintains  a  file  of  Military  Pay  Orders  to  provide  source  documen¬ 
tation  of  flying  pay  actions  initiated  by  the  flight  manager.  Informa¬ 


tion  which  is  maintained  in  the  automated  files  is  derived  directly 
from  the  AFORMS  master  file  or  from  subsequent  processing  of 
information  entered  mto  the  master  file.  Categories  of  information 
maintained  in  the  master  file  are:  IDENTIFICATION  DATA  •  pro¬ 
vides  individual  identifiers  and  other  information  directly  related  to 
each  individual  in  the  fOe.  DUTY  ASSIGNMENT  DATA  -  Includes 
information  such  as  the  major  command  of  assignment  for  the  in¬ 
dividual,  the  Air  Force  Specialty  Code  indicating  professional  du¬ 
ties,  the  unit,  consolidated  flight  record  custodian,  base  of  assign¬ 
ment,  etc.  AIRCREW  TRAINING  AND  QUALIFICATION  DATA 
•  includes  information  such  as  flight  and  ground  professional  flying 
training  accomplishments,  aircrew  qualtfication  status,  physical 
status  for  flight  duties,  types  of  aircraft  assigned,  etc.  UTILIZA¬ 
TION  MANAGEMENT  DATA  -  Includes  flying  experience  infor¬ 
mation,  professional  qualifications,  aviation  duties  assigned,  etc. 
FLYING  PAY  ENTITLEMENT  DATA  -  Includes  information 
needed  to  administer  the  payment  of  flying  incentive  pay  for  each 
individual.  LOCAL  USE  DATA  -  contains  information  used  by 
major  or  local  command  to  supplement  general  system  information 
as  needed  to  meet  unique  unit  requirements  within  the  categories  of 
information  listed  herein.  SYSTEM  CONTROL  DATA  -  Contains 
computer  data  used  to  automaticaOy  control  intemal  system  func¬ 
tions. 

Authority  (or  maiatenaMV  at  the  syateni:  (A)  37  USC  30  (B) 
Public  Law  92-204,  section  715. 

Routtac  uses  et  records  maintained  in  the  system,  including  catego¬ 
ries  o(  users  and  the  purposes  ol  such  nses:  The  AFORMS  provides 
information  and  automated  data  processing  capabilities  used  to 
manage  and  administer  Air  Force  operations  such  as  aircrew  train¬ 
ing  and  evaluation,  (light  scheduling  functions,  flying  safety  and  re¬ 
lated  functions  needed  to  attain  and  maintain  combat  or  mission 
readiness.  AD  mformation  is  entered  into  the  system  by  flight 
managers  at  the  airbase  level.  This  information  is  then  processed 
for  use  by  flying  resource  managers  at  aD  levels  through  periodic 
computer  product  reports  or  automated  systems  interfaces.The 
specific  uses  of  information  and  user  categories  for  this  system  are: 
BASE  LEVEL  ACTIVITIES  •  (I)  to  establish  each  member’s  fly¬ 
ing  pay  entitlement  status  and  to  monitor  continuing  entitlement  in 
accordance  with  existing  directions;  (2)  to  record  each  individual’s 
flying  acttvitics,  both  hours  and  specific  events,  and  provide  indica¬ 
tions  of  successful  attainment  of  standards  or  deficiencies;  (3)  to 
establish  each  individual’s  Aviation  Service  code  for  use  in  indicat¬ 
ing  type  of  flying  activity  or  reason  for  inactive  status  if  applicable; 
(4)  to  determine  each  rated  member’s  eligibility  to  perform  opera¬ 
tional  or  proficiency  flying  in  accordance  with  existing  USAF 
directives;  (5)  to  provide  an  indicatioo  of  each  rated  member’s  total 
operational  flying  time  in  terms  of  total  aviation  career  duties  as 
required  by  the  Aviation  Career  Incentive  Act  of  <  1974;  (6)  to 
establish  'suspense  lists'  for  use  in  scheduling  flying  personnel  for 
flights,  schools,  tests  and  similar  events  directly  related  to  their  du¬ 
ties  as  professional  airmen;  (7)  to  provide  each  applicable  individual 
and  manager  with  aD  aviation  career  profile  information  needed  to 
monitor  flying  career  development,  professional  qualifications  and 
training  deficiencies;  (8)  to  provide  information  requested  by 
Operations,  or  other  base  functions,  which  relates  to  the  flying  du¬ 
ties  and  accomplishments  of  aU  personnel  in  the  fde;  (9)  to  provide 
statistical  data  for  management  analysis  and  review  of  aO  aspects 
of  each  base’s  flying  programs,  including  flying  safety  data  involv¬ 
ing  AFORMS  flying  bour/individual  information  stored  in  the  Nor¬ 
ton  AFB  flying  safety  data  bank  maintained  by  the  USAF  Inspec¬ 
tion  and  Safety  Center.  OTHER  BASE  USERS:  CON¬ 
SOLIDATED  BASE  PERSONNEL  OFFICE  -  uses  information 
provided  by  this  system,  through  an  automated  data  interface,  to 
report  the  flying  status  of  aO  individuals  in  the  fOes;  provides  flying 
career  back^ound  information  used  for  assignment  actions.  AC¬ 
COUNTING  AND  FINANCE  OFFICE  -  uses  Military  Pay  Orders, 
prepared  by  flight  management  offices,  to  start  and  stop  flying  in¬ 
centive  pay  in  accordance  with  each  individual’s  flying  status  and 
eligibility  as  reflected  by  the  mformatkm  in  the  system;  uses  the 
files  to  perform  payment  audits  to  identify  individuals  being  paid 
improperiy.  BASE  SUPPLY  uses  flying  status  information  to  deter¬ 
mine  which  individuals  are  qualified  to  draw  aD  authorized  flying 
equipment.  BASE  MEDICAL  FACILITY  •  uses  system  data  to 
determine  projected  workloads  associated  with  scheduled  flight 
physical  examinations.  MAJOR  COMMANDS  -  use  aO  system  data 
to  measure  the  effectiveness  of  subordinate  unit  training  programs 
and  to  check  command-wide  flying  effectiveness.  AIR  FORCE 
MILITARY  PERSONNEL  CENTER  -  uses  AFORMS  information 
to  establish  assignment  objectives  and  career  development  pro- 
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trams  for  USAF  miitary  pcnoniid  in  the  system.  USAF  INSPEC¬ 
TION  AND  SAFETY  CENTER  •  uses  flyinf  hour  data  for  each  in¬ 
dividual  to  establish  historical  fles  for  raconsiruction  of  lost  or 
damated  records  and  to  autment  the  Flyint  Safety  statistical  data 
bank.  HQ  USAF  •  uses  various  identification  and  flyint  <1*1*  lo 
establish  statistical  data  needed  to  verify  the  effectiveness  of  stan¬ 
dard  procedures,  determine  the  need  for  ^bcy  modification,  pro¬ 
vide  a  timely  and  accurate  census  of  various  types  of  flyers  and 
provide  a  centralized  point  for  collection  and  coRation  of  data  nsed 
by  all  leveb  of  manatement 

Pattrla  aad  practices  far  stociait*  retrievintt  acccaaint,  rctaioing, 
aad  dfspasiot  of  recerds  la  the  system: 

Starafe:  Maintained  in  file  folders  and  on  computer  matnetk 
tapes. 

RetilevabUlty:  Filed  by  Name  and  Social  Security  Number  (SSN). 

Safetnards:  Records  are  accessed  by  custodian  of  the  record 
system,  by  pcrson(s)  responsible  for  servicing  the  record  system  in 
p^ormance  of  their  official  duties  and  individuals  in  files.  Records 
arc  stored  in  locked  cabinets  or  rooms. 

Rctcadoo  aad  disposal:  Magnetic  tape  and  hardcopy  records  are 
maintained  in  consolidated  fli^t  record  files  for  three  years  follow- 
ing  suspension  of  an  individual  from  flying  status.  At  the  end  of 
that  period  the  magnetic  tape  records  are  Destroyed  by  tearing  into 
pieces,  pulping,  burning,  shredding  or  macerating  and  the  hardcopy 
fles  turned  over  to  the  individnaL  Personnel  leaving  military  ser¬ 
vice  are  provided  their  hardcopy  files  and  all  tape  records  are  rou¬ 
tinely  erased.  For  deceased  personnel,  tape  records  are  routinely 
erased  and  hardcopy  folders  are  provided  to  the  survivors  as  part 
at  the  mdividoal’s  personal  effects. 

Sysism  maaagsrfs)  aad  addrsm:  Deputy  Chief  of  Staff/Plans  and 
Opmtions,  Headquarters  United  States  Ak  Force,  Washington, 
D.C. 

NatWhatlMa  ptaesdure:  Requests  from  indtviduala  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Include  name  and  SSN.  Make 
base  level  inquiries  to  base  flight  manager. 

Rscard  access  pcacedurcs:  Individual  can  obtain  assistance  in 
g«««w«g  access  from  the  Systems  Manager. 

Canlf sting  raeacd  psac^nres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individnal  concerned  may  obtained  from  the  Systems 
Manager. 

Record  saurcs  categarfes:  Information  obtained  from  automated . 
system  mterfacea  and  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
audilors,  and  so  forth. 

Systems  sasmpled  from  certain  provMoaa  af  the  act:  NONE 
P06608  OOJUBJB 

System  aaase:  Maintenance  Management  Information  and  Control 
System  MMICS 

System  lacatjaa:  At  aO  Air  Force  bases  that  utilize  MMICS. 

Official  maihng  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categorice  of  Mdhrldaals  covered  by  the  system:  Individuab  as¬ 
signed  to  organizations  involved  in  the  maintenance  ai  aircraft  mis- 
sdes  C-E-M  and  associated  equipment. 

Categeries  el  reearda  hs  the  system:  Maintenance  personnel 
records. 

Authority  for  maiateaance  at  the  system:  10  USC  8012 

RssdlBS  BSSS  af  records  maintained  In  the  system,  hsclndiag  catego¬ 
ries  af  users  and  the  purposes  of  such  ases:  Used  to  establish  and 
maintain  data  pertaining  to  a  specific  individual  assigned  to  a  main¬ 
tenance  organization  used  by  work  center  ,  supervisors  maintenance 
trainmg  and  administrative  personnel  and  other  members  of  the 
chief  ^  maintenance  staff  to  mainUin  basic  data  relating  to  an  in¬ 
dividual  aad  to  monitor  the  overaU  manning  status  of  an  organiza¬ 
tion. 

PiUcise  and  practices  lor  storing,  retrieving,  acceasing,  retaining, 
and  dfsposMg  of  records  hs  the  systeus: 

Storage:  Maintained  on  disks  or  drums. 

Retricvability:  Filed  by  other  identification  number  or  system 
identifier. 

Safeguards!  Records  arc  accessed  by  persoa(s)  responsible  for 
iririrmi  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 


Retentiaa  aad  disposal:  Maintaiaed  until  purpose  has  been  served 
or  for  1  month  whichever  is  sooner.  Then  destroyed  by  tearing  into 
pieces,  pulping,  burning,  shredding,  or  macerating. 

System  maaager(s)  aad  address:  Non-commissioned  officer  m 
charge  of  the  maintenance  documentation  section  at  each  unit 
utilizing  MMICS. 

NotlfhatloB  procedare:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  pracedares:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  oi  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  bum  certain  provisions  of  the  act:  NONE 
rOMOSOOJUBJC 

System  name:  Exception  Time  Accounting  (ETA)  System  (OOOIA) 

System  locatioB:  At  aO  Air  Force  bases  that  utdize  the  ETA 
System. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Individuals  as¬ 
signed  to  organizations  involved  in  the  maintenance  of  aircraft  mis¬ 
siles  and  associated  equipment 

Categories  of  records  in  the  system:  Master  roster  records. 

Authority  for  maintenance  of  the  system:  10  US  Code  8012 

Routiae  uses  of  records  matotained  in  the  system,  incinding  catego¬ 
ries  of  users  aad  the  purposes  of  such  ases:  Used  to  provide  a 
breakout  of  available  and  non-avaSable  man-hours  in  various 
categories  of  the  maintenance  activity  used  by  work  center  super¬ 
visors  administrative  personnel  and  other  members  of  the  chief  of 
maintenance  staff  to  establish  and  maintain  man-hour  data  on  in¬ 
dividuals  assigned  to  the  maintenance  organization  and  to  monitor 
the  expenditure  of  available  man-hours. 

Policies  aad  practices  for  staring,  retrieving,  accesshig,  retaigMg, 
aad  disposing  of  records  hi  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

RctrievaMHty:  Filed  by  other  identification  number  or  system 
identifier. 

Safejpurds:  Records  arc  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  controlled  by  computer  system  software. 

Reteatloa  aad  disposal:  Maintained  until  purpose  has  been  served 
or  for  1  month  whichever  is  sooner. 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(e)  aad  addrem:  Chief  of  data  automation  at  each 
installation  utilizing  the  ETA  System. 

Nodflcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
audhors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  af  the  act:  NONE 
F06711  LGYPS  A 

System  naam:  Personal  Clothing  and  Equipment  Record 

System  lecatioB;  Equipmaent  Man^mcat  Offices  at  Air  Force 
installations. 
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Official  mailiot  addrettcf  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Catetorfas  al  IndhMnab  covered  by  the  system:  Active  duty  mili¬ 
tary  and  reserve  air  crew  personnel 

Categories  of  records  in  the  system:  Expendable  and  non-expenda¬ 
ble  individual  personal  clothing  and  equipment  recordl. 

Authority  tor  maintenance  ol  the  system:  10  United  States  Code 
9832  Property  Accountability  Regulations. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Maintenance  of 
authorized  clothing  and  equipment  issued  to  air  crew  members. 
Periodically  reviewed  by  supply  personnel  and  certified  by  the  in¬ 
dividual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  as  paper  records  and  stored  in  vertical  file 
folders. 

Retrievabillty:  Filed  by  last  name,  first  initial  and  last  four  digits 
of  social  security  account  number. 

Safeguards:  Stored  in  file  cabinets  in  locked  rooms. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retention  sad  dispaeal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

The  individual  is  reassigned,  original  records  are  transferred  to 
the  new  installation.  The  copy  retained  at  the  previous  station  is 
destroyed  after  six  months.  When  the  individual  is  discharged,  the 
signed  copy  of  the  record  is  forwarded  to  the  consolidated  base 
personnel  office  for  disposition.  The  originals  are  retained  by 
Equipment  Management  function  and  destroyed  after  the  tum-in  of 
aO  equipment  by  the  individuaL 

Records  are  then  destroyed  by  tearing  into  pieces,  shredding, 
macerating,  pulping  or  burning. 

System  managerfa)  and  addrem:  Deputy  Chief  of  Staff/Systems 
and  Logistics,  Headquarters  United  States  Air  Force. 

Nndfkatina  pmccdnre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestiag  record  procures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  obtained  from  the  in¬ 
dividual. 

Systems  exempted  from  certain  provWona  el  the  act:  NONE 
FM711  OOJUBJA 

System  name:  Tool  Kit  Control  Card 

System  location:  At  Air  Force  installations  only.  Official  mailing 
addresses  ate  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice.  ' 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Categories  of  indlvidoals  covered  by  the  system:  Individuals  as¬ 
signed  tool  kits  at  US  Air  Force  National  Guard  Bureau,  AF 
Reserve  (AFRES)  Locations 

Categories  of  records  in  the  system:  Tool  kit  control  card. 

Authority  lor  maintenance  of  the  system:  10  US  Code  8012 

Routine  uses  of  records  maintained  in  the  system,  hsclnding  catego¬ 
ries  of  users  and  the  pnrposes  of  such  nses:  Insures  identification  of 
personnel  who  has  responsibility  of  safe  guarding  an  individual  tool 
kiL  Category  of  user  is  USAF  supply  organizations.  National 
Guard  Bureau  supply  activities,  and  AFRES  supply  activities. 

Policies  and  practices  for  storing,  retrieving,  accessiag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrfevability:  Filed  by  other  identification  number  or  system 
identifier. 


Conventional  numerical  sequence  by  tool  kh  number. 

Salagnards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentlan  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagerfs)  and  addrem:  Tool  issue  center  office  chief. 

Chief  of  Air  Force  Reserve,  Headquarters  United  States  Air 
Force. 

Deputy  Chief  of  Staff/Systems  and  Logistics,  Headquarters 
United  States  Air  Force. 

Director  of  Air  National  Guard,  Headquarters  United  States  Air 
Force. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Tool  issue  center  office  chief. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F07001  OEACYVA 

System  name:  Accounts  Payable  Records 

System  location:  At  Air  National  Guard  activities.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force’s  systems  notice. 

At  accounting  and  finance  offices  at  Air  Force  bases.  Official 
mailing  addresses  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force’s  systems  notice. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

at  Air  Force  components  listed  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Air  Force  system  notice,  and  some 
records  ate  stored  at  the  Denver  Federal  Archives  and  Record 
Center,  Bldg  48,  Denver  Federal  Center,  Denver,  CO  80225. 

Categorim  of  Individuals  covered  by  the  system:  Individuals  who 
have  monies  owing  to  them  by  the  Air  Force  or  who  have  per¬ 
formed  an  official  function  resulting  in  a  valid  debt  payable  by  the 
Ahr  Force  to  a  third  party.  Such  individuals  include,  but  are  not 
limited  to,  contractors,  military  and  civilian  personnel  and  their  de¬ 
pendents,  assignees,  trustees,  guardians,  survivors,  claimants  hav¬ 
ing  tort  or  compensation  claims  against  the  Air  Force  for  personal 
injuries  or  property  damage. 

Categories  of  records  In  the  system:  Types  of  records  include,  but 
are  not  limited  to,  contracts,  purchase  orders,  temporary  duty  and 
permanent  change  of  station  orders,  transportation  requests, 
government  bills  of  lading,  tort  claims,  compensation  claims,  cor¬ 
respondence  with  creditors,  dependents  of  military  personnel  and 
civuian  employees. 

Anthorlty  for  maintenance  of  the  system:  31  U.S.C.  492;  31  U.S.C. 
82e;  31  U.S.C.  66c;  37  U.S.C.  404;  37  U.S.C.  406. 

Rootlns  nass  of  records  malntalacd  In  the  system,  Inclnding  catego- 
rlss  of  users  and  the  purposes  of  such  nscs:  Records  are  used  to  sup¬ 
port  payments  to  creditors  who  may  include  military  personnel  and 
civQiui  employees,  their  dependents,  survivors,  guardians  and 
trustees,  contractors,  vendors,  claimants  in  tort  and  compensation 
claims  and  assignees.  When  authorized,  records  may  be  disclosed 
to  creditors,  dependents,  claimants,  A^  Force  and  other  Depart¬ 
ment  of  Defense  components.  Internal  Revenue  Service  (for  tax 
purposes,  including  assessments,  levy  action,  employer/employee 
social  security  taxes).  Air  Force  Office  of  Special  Investigation  and 
Federal  Bureau  of  Investigation  (for  investigation  of  possible 
criminal  violations).  Department  of  Justice  (for  criminal  prosecu¬ 
tion,  civil  libation  and  investigation).  Social  Security  Administra¬ 
tion  and  Veterans  Administration  (for  verification  of  claims  and 
eUgibOity  fw  benefits  administered  by  such  agencies),  and  state  and 
local  authorities  (for  matters  pertaining  to  taxation,  welfare,  and 
criminal  and  chrfl  litigation  within  the  jurisdiction  of  such  authori¬ 
ties).  Records  may  alM  be  disclosed  to  the  General  Accounting  Of¬ 
fice  and  the  Comptroller  General  (for  audit  purposes  and  for  deci¬ 
sions  on  payments),  and  to  members  of  the  general  puUic  pursuant 
to  the  Fr^om  of  Information  Act. 
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PaltdM  ud  practkca  far  ■tortag,  rctrlcvtag,  acctolat,  rctahdag, 
•■4  diigwiag  •!  ncardi  la  tkc  qntea: 

Starafc:  Maintained  in  file  foldert. 

Maintained  in  viatbk  file  binden/cabiaets. 

Maintained  in  card  fflea. 

Maintained  on  computer  paper  printouts. 

Maintained  on  magnetic  cards. 

Maintained  on  roll  microfilm. 

Maintained  on  micioficbe. 

I  RctricvabilHjr:  Filed  by  Name. 

!  Filed  by  Social  Security  Account  Number  (SSAN). 

*  Safegaards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  arc  stored  in  security  file  containers/cabinets. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Records  arc  protected  by  guards. 

Records  arc  controlled  by  personnel  screening. 

Records  arc  controlled  by  visitor  registers. 

Rcteatfea  and  diapasal:  Retention  periods  of  various  types  of 
documents  vary  from  one  month  to  permanent.  Some  records  are 
destroyed  by  the  Base  Accounting  and  Finance  Offices  at  base 
level  by  tearing,  shredding,  pulping,  macerating,  or  burning;  others 
are  retired  to  the  Denver  Federal  Archives  and  Record  Center  and 
destroyed  after  varying  retention  periods  by  sale  to  salvage  paper 
companies  for  shredding. 

Systeai  managerts)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force. 

Director,  Accounting  and  Finance,  United  States  Air  Force 
(USAF).  Accounting  and  Finance  Officers  at  Air  Force  installa¬ 
tions. 

Mstlllintlsn  praeadarc:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/RMAD,  Denver.  CO  80279.  Telephone  area  code  303/825- 
1161  ext  6341.  Infomsation  pertaining  to  geographically  dispersed 
elements  of  the  record  system  may  be  obtained  from  documenta¬ 
tion  managers  at  the  applicable  Air  Force  component  listed  in  the 
Department  of  Defense  Directory  in  the  appendix  to  the  Air  Force 
system  notice.  The  requester  should  be  able  to  provide  sufficient 
proof  of  identity,  such  as  name,  social  security  number,  service 
number,  military  status,  duty  station  or  place  of  employment,  or 
other  information  verifiable  from  the  record  itself. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/RMAD,  EMnver,  CO  80279.  Telephone  area 
code  303/823-1161  ext  6341.  Information  pertaining  to  geographi¬ 
cally  dispersed  elements  of  the  record  system  may  be  obtained 
from  documentation  managers  at  the  applicable  Ah  Force  com¬ 
ponent  listed  in  the  Department  of  Defense  Directory  in  the  appen¬ 
dix  to  the  Air  Force  system  notice.  The  requester  should  be  able  to 
provide  sufficient  proof  of  identity,  such  as  name,  social  security 
number,  service  number,  miliUry  status,  duty  station  or  place  of 
employment,  or  other  information  verifiable  from  the  record  itself. 

Coatestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Racord  source  calegoriei:  Sources  include,  but  are  not  limited  to. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  a  corporation. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  comnsittees,  panels, 
auditors,  and  so  forth,  contractors,  vendors,  claimants,  trustees,  as¬ 
signees,  Air  Force  and  other  Department  of  Defense  components, 
carriers.  General  Accounting  Office;  Comptroller  General;  and 
Veterans  Administration. 

Systenu  cxcaipted  from  ccilain  provisioaa  of  the  act:  NONE 
r«7Sd3  AA  A 

System  name:  07503  AA  A  Office.  Secretary  of  Air  Force  Travel 
Files 

System  lacatlBn;  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

Categarfm  at  Individaals  covered  by  the  system:  Military,  civilian, 
statutory.  Congressional  and  others  sponsored  by  Secretaries  of  Air 
Force  and/or  Defense. 


Categories  el  records  in  the  system:  Travel  orders  and  transporta¬ 
tion  authorizations,  paying  agent  orders,  passport  information,  and 
travel  vouchers. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routiae  uses  of  records  maiatainod  in  the  system,  iacindlng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  reference  in 
response  to  individual  and/or  offices  requests  for  actual  purposes 
of  travel,  costs  and  records  utilized  for  future  planning.  Copies  of 
orders  on  file  in  Director  of  Administration,  Headquarters  U.  S.  Air 
Force,  Washington  DC  20330,  for  record  of  authentication.  Copies 
of  paying  agent  orders  on  file  Director  of  Administration, 
Headquarters  U.  S.  Air  Force  Washington  DC  20330  for  record  of 
payments.  Travel  on  file  at  US  Air  Force  Accounting  and  Finance 
Center,  Denver  CO  record  of  Ak  Force  expenses. 

Policies  and  practices  for  storing,  retrievteg,  accessing,  retaining, 
and  dispoeiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders/  note  books/binders/card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  pcrson(s)  responsible  for 
servicing  the  record  system  in  performance  of  thek  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms.  Access  controlled 
by  assistant  manager  and  restricted  to  authorized  personnel. 

Retention  and  dbposal:  Records  on  currently  assigned  personnel 
are  retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed.  Transpor¬ 
tation  authorization  and  Invitational  orders  are  retained  in  office 
files  for  one  year  after  annual  cut-off  then  destroyed.  Paving  agent 
orders  are  retained  in  office  files  for  two  years  after  annual  cut-off, 
then  destoyed.  Records  contained  in  this  system  are  destroyed  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Administrative  Assistant  to  the 
Secretary  of  the  Air  Force,  the  Pentagon,  Washington  DC  20330. 

NodfkatlM  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  proccdurm:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Ak  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Ak  Force  channels  from  agencies  and 
individuals  requesting  Ak  Force  travel. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F075031LGTT  A 

System  name:  07503 ILGTT  A  Personal  Property  Movement 
Records 

System  location:  TrafGc  Management  Office  or  Ak  Force  con¬ 
trolled  Joint  Personal  Property  Shipp^  Offices  at  Ak  Force  Ac¬ 
tivities.  Official  mailing  addresses  arc  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Ak  Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Persons  who 
shippp^  personal  property  through  an  Ak  Force  controlled  activi¬ 
ty. 

Categories  of  records  in  the  system:  Application,  orders,  invento¬ 
ry,  Government  BiO  of  Lading,  Certificates  of  Approval  or  Disap¬ 
proval,  Power  oi  Attorney,  carrier  and/or  contractor  documenta¬ 
tion,  Inspection  Report,  and  Counseling  Checklist. 

Anthorky  for  maintenance  of  the  system:  10  USC  33. 

RontiiM  naes  ot  records  malikalncd  in  the  system,  including  catego¬ 
ries  ol  nsers  and  the  purposes  of  sneh  uses:  Determination  of  ele¬ 
ment  eligibility  and  lawfid  entitlements  by  the  Traffic  Management 
Officer.  Basis  for  expenditure  of  public  funds  arni  contracts  with 
commercial  carriers.  Releasable  to  auditors,  accounting  and 
finance,  and  other  government  services. 

PoVclm  and  practices  for  storing,  reprieving,  accessing,  retaining, 
and  iltspnsing  of  records  in  the  ^slem: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Safegnarda:  Records  are  stored  in  locked  cabinets  or  rooms. 
Records  are  accessed  by  personfs)  responsible  for  servicing  the 
record  system  in  performance  of  thek  official  duties. 

Retentlan  and  dispesal:  Retained  in  office  ffles  for  three  years 
after  annual  cutoff;  transferred  to  Regional  Federal  Records  Center 
for  indefinite  retention. 
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PRIVACY  ACT  ISSUANCES 


NatiflcatlM  procedure:  Individual  requests  should  be  addressed  to 
the  systems  manager.  Base  traffic  management  offices  contain  in¬ 
dividual  record  data.  Visits  must  provide  name,  grade,  SSAN  and 
identification  card. 

Record  accem  procedures:  Mailing  addresses .  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

Conteatiug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  individuals,  applica¬ 
tions  for  storage  of  household  goods,'  travel  orders,  and  substantiat¬ 
ing  documents. 

Systems  exempted  from  certain  proviaious  of  the  act:  NONE 


System  maaager(s)  and  address:  Deputy  Chief  of  Staff,  Systems 
and  Logistics,  Headquarters  United  States  Air  Force,  Washington 

DC  20330. 

NodHcation  procedure:  Request  from  individual  should  be  ad¬ 
dressed  to  the  systems  manager.  Include  Individual's  name,  ser¬ 
vice,  Social  Security  Number,  type  of  shipment,  origin,  destination, 
and  the  date  of  application.  Any  means  of  positive  identification  is 
acceptable. 

Record  access  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

Coatesdug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Government  Impector's  Quality  Control 
Report.  Information  also  obtained  from  the  individual. 

Systems  exempted  from  certafes  provisions  of  the  act:  NONE 
F075O31OOJUBJH 

System  name:  Household  Goods  Nontemporary  Storage  Accounts 
System  (NOTEMPS) 

System  location:  At  all  Air  Force  bases  having  personal  property 
responsibility. 

Categories  of  iadividnals  covered  by  the  system:  AO  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Retired  Air  Force  military  personnel. 

Dependents  of  military  personnel. 

Catcfoiica  of  records  In  the  system:  Applkations  for  storage, 
travel  orders,  substantiating  documents 

Authority  for  maintesance  of  the  system:  10  US  CODE  133. 

Routiae  uses  of  records  maintained  in  the  system,  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assist  in  managing,  con¬ 
trolling  and  payment  of  contractors  for  services  rendered  for 
storage  services.  Users  are  base  level  traffic  management  offices 
(TMO),  finance  offices  (AFO)  and  local  commerci^  contractors. 
Information  used  by  TMO  to  maintain,  identify  lots,  determine  ex¬ 
cess  cost  and  perform  payment  actions  for  storage  accounts.  AFO 
wiD  use  information  to  process  invoices  for  payment.  Contractors 
win  use  data  to  verify  and  certify  invoices  for  payment  for  services 
rendered  against  individual  storage  lots. 

PuUcka  and  practices  for  storing,  retrieving,  acceastog,  retaining, 
and  dispoeing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Retrlevabllity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Conventional  indices  required  to  retrieve  records. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controDed  by  personnel  screening. 

Rctentton  and  disposal:  Rule  7  Retain  in  office  ffles  for  2  years, 
transfer  to  staging  area  for  I  year  and  destroy  by  tearing, 
shredding,  pulping,  macerating  or  burning.  Rule  8  Destroy  after  6 
months  by  tearing,  shredding,  pulping,  macerating,  or  burning.  Rule 
11  Retain  in  office  files  for  2  years  and  destroy  by  tearing, 
shredding,  pulping,  macerating,  or  burning.  Rule  12  I>estroy  after  6 
months  by  tearing,  shredding,  pulping,  macerating,  or  burning.  Rule 
14  Retain  in  office  files  for  2  years  and  transfer  to  staging  area  for 
1  year  then  destroy  by  tearing,  shredding,  pulping,  macerating  or 
buniing.  Rule  16  Retain  in  office  files  for  2  years  then  transfer  to 
stagi^  area  for  1  year  and  then  destroy  by  tearing,  shredding, 
pulping,  macerating  or  burning. 

Syslcm  managerfs)  and  addrem:  Deputy  Chief  of  Staff,  Systems 
and  Logistics,  Headquarters  United  States  Air  Force,  Washington 
DC  20330. 


F07702  LGTN  A 

System  name:  Motor  Vehicle  Operators'  Records 

System  location:  Base  Drivers  Training  and  Qualification  Section. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  personnel  issued  a  United  States  Government  Motor  Vehi¬ 
cle  Operator's  Identification  Card. 

Categories  of  records  in  the  system:  Application,  test  results, 
medical  evaluation,  accident  history,  traffic  citations  and  driver 
awards. 

Aathority  for  maintenance  of  the  system:  Title  10  United  States 
Code  133 

Routine  nses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  pnrposcs  of  such  uses:  Determination  of  opera¬ 
tor  eligibibty  by  Vehkk  Operations  Officer.  Used  as  basis  for  issue 
of  a  Government  motor  vehicle  operator's  identification  card. 
Releasable  to  Safety  and  Law  Enforcement  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution  or  civil  court  action. 

Peildca  and  practices  lor  storing,  retrieving,  secerning,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabillty:  FOed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Retentioa  and  dispoeal:  Retained  in  office  files  until  discharge, 
separation,  or  reassignment  of  the  individual,  then  returned  to  ser¬ 
vicing  consolidated  base  personnel  office  for  destruction  by  tearing, 
shredding,  pulping,  macerating  or  burning. 

System  maaagcr(s)  and  addrem:  Deputy  Chief  of  Staff,  Systems 
and  Logistics,  Headquarters  United  States  Air  Force,  Washington 
DC  20330. 

Netificatioa  procedure:  Request  should  be  addressed  to  the 
systems  manager. 

Record  accem  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

Contestiag  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  witnesses. 

Department  of  Transportation. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
F08001  OHMASIS 

System  name:  Research  and  Development  Manning  and  Pro¬ 
gramming  Records 
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Syttea  lacattM:  Headquarters,  Air  Force  Systems  Command 
(AFSC),  Andrews  AFB,  Washini^n,  DC  20334.  AFSC  Laborato¬ 
ries.  Aerospace  Medici  Division  (AMD),  Brooks  AFB,  Texas 
7823S.  Civil  Enfmeering  Center  (AFCEC),  TyndaD  AFB,  Florida 
32401.  Air  Force  Armament  Laboratory  (AFATL),  Egfo  AFB, 
Florida  32542.  Washington  National  Records  Center,  Washington 
D.C.  20409,  for  retired  ffles. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  tedlvldnab  covered  by  the  system:  AFSC  Contract¬ 
ing  Officers,  European  Office  Aerospace  Research  and  Develop¬ 
ment  Technical  Officers;  AFSC  woik  monitors,  investigators  of 
contractual  or  in-house  work,  authors  of  technical  reports  and 
publications  of  contractual  or  in-house  work. 

Categories  ol  records  la  the  system:  Management  and  Scientific 
Information  System  (MASIS);  Identification  data  on  project 
planning  and  budgeting;  unsolicited  research  proposals;  contracts, 
grants,  ia-house  work;  publications,  technical  reports,  and 
products. 

Aothority  for  mateteaaace  of  the  system:  U.S.C.  133;  and  10 

u  s  e.  8012. 

Roatiac  ascs  of  rocords  malataiacd  la  the  system,  lacindlag  catego- 
rks  of  asers  aad  the  parposcs  of  sack  rues:  The  system  provides 
data  on  Research,  Development,  Test  and  Evaluation  (RDT&E) 
that  is  planned,  proposed,  monitored,  or  performed  by  MASIS  re¬ 
porting  activities.  Iirformation  in  the  system  is  collected  to  satisfy 
Air  Force  RDTAE  reporting  require-  ments  to  the  Director  of 
Defense  Research  and  Engineering  via  the  Defense  Docu-  menta¬ 
tion  Center’s  Work  Unit  Information  System  and  the  Research  and 
Development  Planning  Summary.  The  system  also  provides  a  cen¬ 
tralized  system  for  management  and  scientific  information  related 
to  the  reporting  activity’s  program.  It  is  used  by  Headquarters 
AFSC  staff  and  fleld  activities  ?<»’  internal  management  pur-  poses 
and  as  means  to  answer  varieties  of  ^uiries  from  the  Department 
of  Defense,  other  Government  Agencies,  Congress,  or  the  scientific 
community  at  large. 

PoUctes  aad  pmetkes  far  storlag,  retrieving,  accessing,  retaialBg, 
and  dlspaslag  af  records  la  the  system: 

Starage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drams. 

Rctrtevabillty:  Information  is  accessed  and  retrieved  throu^  a . 
multiple  number  of  data  elements,  including  names  and  individual 
code  identifiers  maintained  on  computer  indices.  Indices  are  not 
required  to  retrieve  records  from  the  system. 

Safeguards:  A  Product  Control  Number  issued  by  a  focal  point  is 
necessary  to  gain  entry  to  the  record  system.  Access  is  authorized 
to  an  elements  of  AFSC  Staff  and  aO  reporting  activities. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  stored  in  safes. 

Rctentioa  aad  disposal:  Records  are  to  be  maintained  per¬ 
manently;  retired  to  Washington  National  Records  Center  Washmg- 
ton  D.C.  20408,  2  years  after  termination  or  completion  of  effort 

System  maaagcr(s)  ead  addrem:  Director  of  Science  and 
Technology /Headquarters,  Air  Force  Systems  Command;  Comman- 
ders/AFSC  Laboratories;  Commander/ AMD;  Commander/AFCES; 
and  Commander/AFATL. 

Nadllcatioa  pracedare:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Information  required  from  the  individual  to  determine  if  the 
system  contains  a  record  about  him  or  her  is  their  full  name.  For 
personal  visits,  requester  should  provide  full  name,  drivers  license, 
or  other  proof  of  ktentity. 

Record  aceem  praccdarcs:  Individual  can  obtain  assistance  in 
g«»"»«g  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  tk  Air  Force’s  systems  notice. 

Contesting  record  praccdarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager, 

Raeard  soarcc  eategortes;  Information  obtained  from  AFSC 
Laboratories,  AMD,  AFCEC,  and  AFATL. 

SysScau  exempted  from  ccrtahi  pravislans  af  the  act:  NONE 
r08002  OJMPLSA 

System  name:  Research  and  Development  (RAD)  Projects  Records. 


System  locathm:  At  Officer  Training  School  (OTS)  United  States 
Air  Force,  Lackland  Air  Force  Base,  TX  78236. 

Categories  of  hidiridaals  covered  by  the  system:  Pilot  candidates 
prior  to  T-41  flight  screening  program. 

Categories  of  records  hi  the  system:  Experimental  psychological 
psychomotor  medical  results. 

Authority  lor  malateaaace  of  the  system:  44  USC  3101. 

Roatlae  uses  of  records  malataiacd  la  the  system,  tecladlag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Develop  new  ground- 
based  system  for  pilot  candidate  selection. 

Policies  aad  practicca  for  storing,  rctrlcvhig,  acccaslag,  retalaiag, 
aad  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Rctrievability:  Ffled  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Rcteathm  and  dbposal:  Retained  in  office  files  until  superseded, 
obsolete,  ho  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  aad  addros:  Deputy  Chief  of  Staff,  Research 
and  Development,  Headquarters  United  States  Air  Force  Washing¬ 
ton,  D.  C.  20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  b«  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

F08003  OBXQPCA 

System  Baam:  08003  OBXQPCA  Minnesota  Multiphase  Personality 
Inventory  Research  Program 

System  locatloa:  United  States  Air  Force  Academy,  USAF 
Academy  CO  80840. 

Categories  of  ladlvlduals  covered  by  the  system:  Air  Force  Acade¬ 
my  and  Preparatory  School  cadets 

Categories  of  records  he  the  system:  Personality  tests  results, 
group  ^ta  analyses. 

Authority  far  malatenaace  of  the  system:  10USC903 

Roatlae  uses  of  records  malataiacd  la  the  system,  lacludlag  catego¬ 
ries  of  users  and  the  purposes  of  such  ascs:  Pu^se  of  System: 
Used  in  research  analyses  concerning  relationsh^s,  personality  and 
personality  and  performance.  Category  of  User:  Superintendent  and 
Academy  Board.  Specific  Use:  Used  in  a  research  manner  to  evalu¬ 
ate  personality  variables  on  cadet  performance. 

Policies  and  practices  for  storing,  retrieving,  acccsslag,  retalaiag, 
and  dlspaslag  of  records  la  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes,  computer  paper 
printouts  and  magnetic  cards. 

RctrlcvabURy:  Cadet  Number 

'  Saf^ards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pu4>ing,  macerating,  or 
burning. 

System  maaagerfs)  aad  addrem:  Dean  of  Faculty  at  United  States 
Air  Force  Academy,  Co  80205 
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PRIVACY  ACT  ISSUANCES 


NodfkatioB  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  The  individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

CoaUstiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  ^ 

Record  source  categories:  Individual. 

Systems  exempted  from  certain  provisious  of  the  act:  NONE 
F08003  OHCNBCA 
System  same:  Aeromedical  Research  Data. 

System  locatioa:  Aerospace  Medical  Division(AMD)  Brooks  Air 
Force  Base.  TX  78235. 

Categories  of  individuals  covered  by  the  system:  Rated  Air  Force 
personnel. 

Categories  of  records  in  the  system:  Medical  evaluations. 

Authority  for  maintcuauce  of  the  system:  10  US  Code  8012. 

Routiae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Medical  reference  file 
used  by  United  States  Air  Force  HospiUtJs  medical  personnel. 
Specific  uses-identify  potential  aircrew  medical  problems. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  microfilm  jackets. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Retention  and  disposai:  Destroy  when  no  longer  needed  or  after 
25  years  by  tearing,  shredding,  pulping,  mascerating  or 

System  managerfs)  and  addrem:  Commander  Aerospace  Medical 
Division,  Brooks  Force  Base,  TX  78235. 

NotWeatioa  procedure:  Reques4  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  military  personnel 
records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F08003  OHMPLSA 

System  name:  Personnel  Research  Laboratory  Historical  Data  Base 
File. 

System  locatioa:  Air  Force  Human  Resources  Laborato- 
ry(AFHRL)  Lackland  Air  Force  Base,  TX  78236. 

Categories  of  Individuals  covered  by  the  system:  former 

Air  Force  active  duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Categories  of  records  in  the  system:  Statistics  on  military  person¬ 
nel  including  trends  analysis. 

Authority  for  maintenance  of  the  system:  10  US  Code  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Research  reference  fQp 
used  by  U.  S.  Air  Force  Military  Personnel  Center,  Air  Training 
Command,  and  Headquarters  U.  S.  Air  Force  Washington,  DC 
20330  specific  uses-identify  aptitude  motivation  morale  factors. 

PoHcks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  mkronche. 

Retrievability:  Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servking  the  record  system  in  performance  of  their  offkial  duties. 


Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Rctcatioa  and  disposal:  Retained  in  offke  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  addrem:  Commander  Air  Force  Human 
Resources  Laboratory. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  AFHRL-DAD  or 

Individual  can  obtain  assistance  in  gaining  access  from  the 
Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the.  Systems 
Manager. 

Record  source  categories:  Information  from  military  personnel 
file. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F09503  OJMPLSA 
System  name:  Sound  Recordings. 

System  location:  At  Offker  Training  School  (OTS)  United  States 
Air  Force  (USAF)  Lackland  Air  Force  Base,  TX  78236 

Categories  of  individuals  covered  by  the  system:  Students  meeting 
a  faculty  board. 

Categories  of  records  in  the  system:  Taped  faculty  board 
proceedings. 

Authority  for  maintenance  of  the  system:  44  USC  3101. 

Routine  uses  of  records  malntaiacd  in  the  system,  including  catego¬ 
ries  of  users  and  4he  purpoaa  of  such  uses:  Reference  material  for 
school  use  in  placing,  assigning  students. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  a' recording. 

Retrievability:  Ffled  by  Name. 

Filed  by  other  identifkation  number  or  system  identifkr. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servking  the 
record  system  in  performance  of  their  offkial  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  offke  files  untfl  superseded, 
obsokte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulling,  macerating,  or 
burning. 

System  managerfs)  and  addrem:  Deputy  Chkf  of  Staff  Personnel, 
Headquarters  United  States  Air  Force  Washington,  D.C.  20330. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contostiug  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Faculty  board  proceedings  and  students 
training  record. 

Systems  exempted  from  Certain  provisioas  of  the  act:  NONE 
FlOOlO  OYUEBLA 

System*  name:  Military  Affiliate  Radio  System  (MARS)  Station 
Questionnaire. 

System  location:  At  Headquarters  (HQ)  Air  Force  Communka- 
tions  Service  (AFCS) 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notke. 

Categories  of  iadividnals  covered  by  the  system:  Amateur  radio 
operators  Ikensed  by  United  States  Air  Force  (USAF)  MARS. 
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Cairgorica  af  records  In  the  syatcai:  Information  includes  in¬ 
dividual’s  name,  mailing  address,  MARS  region,  call  sign.  Federal 
Communications  Commission  (FCC)  license  class,  frequency  capa¬ 
bility,  type  station  and  mode.  Very  High  Frequency  (VHF)  capa¬ 
bility,  VHF  type  station  and  mode  military  status,  official  position, 
emergency  availability,  and  state. 

Authority  for  maiutenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  mafastaiacd  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  describe  accu¬ 
rate  and  up-to-date  information  concerning  USAF  MARS  member 
station  capabilities  and  change  of  address. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaiaiag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  aperture  cards. 

Retrievability:  Filed  by  Name. 

Call  sign,  state,  region,  computerized. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retentloa  and  disposal:  MARS  Member  Station  Questionnaire 
Transcript,  is  retained  in  office  files  until  information  is  transcribed 
on  cards  or  tapes,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managciis)  and  addrem:  Chief,  Frequency  Management 
and  MARS  Division,  Directorate  of  Systems  Evaluation,  Deputy 
Chief  of  Staff  for  Operations,  HQ  AFCS. 

Nodflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Appointed  MARS  Officials  and  Base 
MARS  Directors 

Systems  exempted  from  certain  provtshms  of  the  act:  NONE 
FlOOlO  OYUEBLB 

System  name:  Military  Affiliate  Radio  System  (MARS)  Personnel 
Action. 

System  locatlan:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  m  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

And  at  MARS  member  stations. 

Categories  of  indhrMaals  covered  by  the  system:  Amateur  radio 
operators  licensed  by  United  States  Air  Force  (USAF)  MARS. 

Catcgorlaa  of  records  in  the  system:  Air  Force  Communications 
Service  (AFCS)  Form  64,  MARS  Personnel  Action  Notification. 

Authority  for  mainteaance  of  the  system:  10  USC  8012. 

Routlac  uses  el  records  maintained  in  the  system,  including  catego¬ 
ries  el  users  and  the  purposes  el  such  uses:  Used  to  notify  members 
of  assignments,  change  of  status,  transfer,  or  termination  of  mem¬ 
bership. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispaaing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Filed  by  Name. 

Conventional. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Stored  in  file  cabinets. 

Retention  and  disposal:  At  Headquarters  (HQ)  AFCS, 


Retained  in  office  files  for  three  months  after  monthly  cut-off, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning.  ;at  MARS  stations,  retained  in  office  files  until 
reassignment  or  termination  of  membership  and  then  destroyed  by 
tearing  to  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Chief,  Frequency  Management 
and  MARS  Division,  Directorate  of  Systems  Evaluation,  Deputy 
Chief  of  Staff  for  Operations,  HQ  AFCS  and  Director  of  opera¬ 
tions  at  aU  other  levels 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Appointed  MARS  Officials  and  Base 
MARS  Directors. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FI  1001  AJA 

System  name:  Judge  Advocate  Personnel  Records 

System  location:  At  Office  of  The  Judge  Advocate  General  At 
Headquarters  United  States  Air  Force,  Washington  DC  20330. 

Categories  of  individuab  covered  by  the  system:  AU  Air  Force  ac¬ 
tive  duty  judge  advocates.  Air  Force  Reserve  mobilization  augmen- 
tees  attached  to  Headquarters  USAF,  Office  of  The  Judge  Ad¬ 
vocate  General,  Air'  Force  civilian  attorneys  employed  in  classifica¬ 
tion  series  GS-905  and  GS-1222,  active  duty  Air  Force  applicants 
for  Funded  Legal  Education  Program  and  Excess  Leave  Program 

Categories  of  records  in  the  system:  Educational  background,  cer¬ 
tificate  of  admission  to  the  bar,  career  management  questionnaire, 
career  objective  statement,  active  duty  and  reassignment  orders, 
correspondence  relating  to  the  individual.  Military  Personnel  Center 
computer  data,  cbssification/on-the-job  training  actions.  Judge  Ad¬ 
vocate  General  Reserve  Personnel  Questionnaire,  Headquarters 
USAF  active  duty  and  attachment  orders,  training  reports, 
authorizations  for  inactive  duty  training,  civilian  personal  qualifica¬ 
tions  statement,  notification  of  personnel  actions,  statement  of 
good  standing  before  the  bar,  transcript  of  law  school  record,  state¬ 
ment  of  availability  for  Air  Force  civilian  attorney  vacancies,  ac¬ 
tions  by  Ad  Hoc  Selection  Committee  and  Air  Force  Civilian  Attor¬ 
ney  Qualifying  Committee,  Judge  Advocate  interview,  letter  of  gp- 
ceptance  from  an  American  Bar  Association  accredited  law  school, 
application  and  agreement,  LSDAS  report,  transcript  of  aU  un¬ 
dergraduate  and  graduate  education,  letters  of  recommendation. 

Anthority  for  mainteBance  of  the  system:  10  USC  8072,  10  USC 
806,  10  USC  261,  62  SUt.  1014,  S  USC  3301,  Executive  Order 
10577,  10  USC  2004 

Roufinc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  by  The 
Judge  Advocate  General,  Assistant  Judge  Advocate  General,  Ex¬ 
ecutive,  and  Career  Management  Personnel  in  evaluating  and 
selecting  judge  advocates  for  specific  assignments,  training,  and  ad¬ 
vanced  education;  mobilization  augmentee  records  are  also  used  by 
the  Reserve  Advisor  to  The  Judge  Advocate  General,  Division 
Chiefs,  Office  of  The  Judge  Advocate  General  in  monitoring  and 
evaluating  reservbts  training  assignments  and  in  preparing  per¬ 
formance  evaluations;  civilian  records  are  used  by  the  Executive 
Secretary  and  members  of  Ad  Hoc  and  Air  Force  (Civilian  Attorney 
Qualifying  Committees  in  evaluating  and  selecting  civilian  attorneys 
for  appointment  to  Air  Force  position  vacancies  and  promotions; 
Funded  Legal  Education  and  Excess  Leave  Program  records  are 
used  by  The  Judge  Advocate  General,  Assistant  Judge  Advocate 
General,  Career  Management  personnel,  and  selection  board  mem¬ 
bers  in  monitoring,  ev^uating  and  selecting  the  best  qualified  appli¬ 
cants  for  the  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainlBg, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 
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PRIVACY  ACT  ISSUANCES 


Rcteatloa  aad  diaponi:  Judge  Advocate  Officer  Peraonnel  records 
and  Funded  Legal  Education  and  Excess  Leave  Program  records 
are  retained  in  office  files  for  three  years  after  the  individual  ter¬ 
minates  military  service,  or  until  no  longer  needed  for  reference, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning.  Other  records:  Retained  in  office  files  until  super¬ 
seded,  obsolete,  no  longer  needed  for  reference,  or  on  inactivation, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning. 

System  maaager(s)  aad  address:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force. 

Netificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Full  name  and  SSAN  must  be 
furnished.  Visits  may  be  made  to  HQ  USAF/JAEC,  Rm  7A251, 
Forrestal  Bldg,  Wash,  DC  20314.  Valid  identification  card,  driver’s 
license  or  equivalent  must  be  presented. 

Record  accM  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers.  Information  obtained  from  educational  institutions.  Infor¬ 
mation  obtained  from  automated  system  interfaces.  Information  ob¬ 
tained  from  a  state  or  local  government  Information  obtained  from 
source  documents  (such  as  reports)  prepared  on  behalf  of  the  Air 
Force  by  boards,  committees,  panels,  auditors,  and  so  forth.  Also 
from  Air  Reserve  Personnel  Center 

Systems  exempted  from  certata  provWoas  of  the  act;  NONE 
FllOOl  IGQ  A 

System  name:  1 1(X)I  IGQ  A  Inspector  General  Records  Freedom  of 
Information  Act 

System  locatloa:  Office  of  the  Inspectors  General  and  Base  In¬ 
spectors 

Categories  of  ladlvlduaU  covered  by  the  system:  AD  those  who 
have  requested  information  from  the  Inspectors  General  or  Base 
Inspectors  under  the  Freedom  of  Information  Act  on  matters  re¬ 
lated  to  the  Department  of  the  Air  Force. 

Categories  of  records  tu  the  system:  Reports,  forms,  letters, 
messages,  witness  statements  and  miscellaneous  documents.  Some 
records  are  classified. 

Authority  (Or  malateaaace  of  the  system:  S  USC  352 

Routiue  uses  of  records  maintalucd  fas  the  system,  iuclnding  catego¬ 
ries  of  users  and  the  purposes  of  suck  uses:  Information  is  collected 
to  insure  just,  thorough,  and  timely  resolution  and  response  to 
complaints  or  queries,  and  a  means  of  improving  morale,  welfare, 
and  efficiency  of  organizations,  units,  and  personnel  by  providing 
an  outlet  for  redress.  Used  by  the  Inspectors  General  and  Base  In¬ 
spector  in  the  resolution  of  complaints  and  response  to  queries  in¬ 
volving  the  Department  of  the  Air  Force  and  in  some  instances  the 
Department  of  Defense.  Used  by  the  correction  board  for  the  cor¬ 
rection  of  records.  Used  by  members  of  Congress  and  their  staffs 
to  conduct  research  and  prepare  replies  in  response  to  constituent 
inquiries.  Used  by  commanders  and  their  stafh  to  resolve  issues, 
take  action  and  provide  information  where  applicable.  Used  by  the- 
General  Accounting  Office  and  its  officers  and  employees  to  con¬ 
duct  audits  and  other  statutory  functions.  Used  by  those  who 
request  information  releasable  as  a  summary,  statement  of  facts,  or 
reply  to  query  considered  not  exempt.  In  these  cases,  requestor 
should  apply  to  office  where  complaint  was  filed. 

Policies  and  practices  for  storing,  retrieving'  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RctrlevabilHy:  Filed  by  Name  and  Social  Security  Number  (SSN) 
and  year  and  office  where  complaint  was  filed. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  safes  and 
locked  cabinets  or  rooms  and  are  controlled  by  personnel  screen¬ 
ing. 

Retentioa  and  disposal:  Retained  in  files  for  5  years  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 


System  managcr(s)  aad  address:  The  Inspector  General, 
Headquarters  United  States  Air  Force.  WASHINGTON  D  C  30330 
Notificatioa  procedure:  Request  from  individuals  should  be  ad¬ 
dressed  to  the  office  where  the  complaint  or  query  was  filed  or  to 
the  Base  Inspector. 

Record  accem  procedures:  Individual  can  obtain  access  from  the 
System  Manager.  Mailing  addresses  are  in  the  Department  of 
Defense  Directory  in  the  Appendix  to  the  Air  Force’s  Systems 
Notices. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Records  are  obtained  from  the  in¬ 
dividual  requestor,  witnesses,  complainants.  Department  of  the  Air 
Force  organizations,  and  agencies  of  Federal,  State,  or  Local 
Governments,  as  applicable  or  appropriate,  for  processing  the  case. 
Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
FllOOl  JACA  H 

System  name:  Legal  Assistance  Administration 

System  location:  At  Headquarters  United  States  Air  Foi'ce, 
Washington  DC  20330. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  AU  active  duty 
military  personnel. 

Dependents  of  military  personnel, 
and  Retired  military  personnel 

Categories  of  records  in  the  system:  Personal  Letters  and  Docu¬ 
ments  furnished  by  person  seeking  advice  and  legal  assistance 
record 

Authority  (or  maintenance^  the  system:  LO  USC  8072 
Routine  uses  of  records  maintained  in  the  system,  including  catego^ 
rics  of  users  and  the  purposes  of  such  uses:  Records  kept  to  render 
proper  advice  for  continuing  assistance  Used  by  attorney  and  client 
with  attorney-client  relationship  to  assist  in  personal  legal  problems 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

RetrievabiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

RetcutiM  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  address:  AD  Legal  Assistance  Officers 
Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  furnished  by  client 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FllOOl  JACC  G 

System  name:  11001  JACC  G  Litigation  Records;  Tort  Claims,  Ad¬ 
miralty,  CoDection  and  Hospital  Recovery  Acts 
System  location:  Headquarters  United  States  Air  Force,  Washing¬ 
ton  DC  20330.  Headquarters  of  major  commands  and  at  aU  levels 
down  to  and  including  Air  Force  installations. 

Categories  of  individuals  covered  by  the  system:  AU  mUitary  per¬ 
sonnel  and  civilians  filing  litigation  against  the  Air  Force  or  against 
whom  litigation  has  been  filed  under  28  USC  1346b,  46  USC  741- 
52,  781-90,  31  USC  71,  951-3,  42  USC  2651-3 
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Categoriea  •!  recvrds  fai  the  syitca:  Pkadings,  motions,  interroga¬ 
tories,  orders  and  corresponeance 

Anthority  lor  maintenance  of  the  system:  44  USC  3101,  Records 
Management;  10  USC  8012,  Secretary  of  the  Air  Force;  duties 

Routlae  uses  of  recards  mshitalaed  la  the  system,  Inelndtng  caiego- 
ries  of  asses  aad  the  parpoocs  of  each  ases:  To  provide  evi^nce  to 
the  Department  of  Justice,  local  United  States  attorneys,  and 
parties  to  the  litigation  upon  which  suits  at  law  can  be  defended  or 
prosecuted;  to  provide  to  Congress  information  upon  which  a  reply 
to  Congressional  inquiries  can  be  made;  to  obtain  from  the  Surgeon 
General  and  of  the  military  and  civilian  medical  consultants  thereto 
medical  opinions  upon  which  Utigation  decisions  can  be  made  by 
The  Judge  Advocate  General  and  the  Department  of  Justice;  to  pro¬ 
vide  information  to  the  Court  of  Claims  on  legislative  referral  of 
private  relief  billa;  when  the  Department  of  Defense  or  a  Depart¬ 
ment  of  the  Armed  Forces  is  mvolved  litigation  files  are  provided 
to  any  agency  of  the  Department  of  Defense  having  a  need  for 
such  files;  provide  litigation  files  to  the  legal  staffs  of  the  Armed 
Forces  for  the  purpose  of  training  of  legal,  paralegal  and  adminis¬ 
trative  personnel. 

FaHclta  and  praetkm  tor  startog,  retrieving,  accessing,  retaining, 
and  dispestog  af  records  in  the  qralcm: 

Storage:  Maintained  in  file  folders. 

Rctrievabillty:  FSed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  stored  in  securi¬ 
ty  file  containers/cabioets. 

Retention  and  (Rspoaal:  Files  at  USAF  retired  permanently  at 
Washington  National  Records  Center,  Washington,  DC  20409,  other 
levels  destroy  after  two  years  upon  completion  of  agency  action; 
destroy  after  two  years  if  filed  under  42  USC  2631-3.  Destroy  by 
tearing  into  pieces,  shredding,  macerating,  pulping  or  burning. 

System  managerfs)  aad  addram:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force. 

NodAcaden  praeodnre:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  aceem  proesdarm:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Caaleadng  record  procodnrea:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  bo  obtained  from  the  Systems 
Manager. 

Record  soorcc  Information  obtained  from  United 

States  attorneys,  private  attorneys,  and  court  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
r  11001  JACL  E 

System  name:  1 1001  JACL  E  Civil  Litigation  Records 

System  tocadon:  Office  of  The  Judge  Advocate  General,  General 
Litigation  Division,  Headquarters  United  States  Air  Force, 
Washington  DC  20330.  Washington  National  Records  Center, 
Washington  DC  20409.  JACL 

Categories  of  individnals  covered  by  the  system:  All  those  in¬ 
dividuals  who  have  brought  suit  against,  or  been  involved  in  Litiga¬ 
tion  with,  in  a  United  States  jurisdiction,  the  United  States  or  its 
officers  or  employees  concerning  matters  related  to  the  Department 
of  the  Air  Force,  excepting  those  cases  involving  claims  arising 
under  the  provisions  of  the  Federal  Tort  Claims  Act,  28  USC  2671- 
80 

Categories  af  records  In  the  system:  Letters;  messages;  forms;  re¬ 
ports;  surveys;  contracts;  bids;  photographs;  legal  opinions,  an¬ 
swers,  complaints,  memoranda;  personnel,  medical,  finance,  and 
business  records;  audits;  other  documents  including  but  not  limited 
to;  Environment^  impact  statements,  contract  determinations,  wit¬ 
ness  statements,  law  enforcement  agency  investigative  reports,  ad¬ 
ministrative  reports,  engineering  and  technical  reports  and  surveys, 
some  records  are  classified 

Authority  tor  matotroaoro  of  the  system:  44  USC  3101,  10  USC 
8012 

Rootfac  uom  of  records  mahatatoed  la  the  system,  lacladlag  catego¬ 
ries  of  users  aad  the  purposes  of  such  ases:  Purpose  of  the  collection 
of  information  is  to  enable  the  United  States  and  its  officers,  em¬ 
ployees,  and  members  to  defend  and  protect  the  legal  interests  of 
the  United  States  in  civil  litigation;  used  by  the  Department  of 
Justice  and  its  officers  and  employees  in  the  actual  litigation  of 


cases  involving  matters  concerning  the  Department  of  the  Air 
Force  and  in  some  instaaces  the  Department  of  Defense;  used  by 
the  General  Accounting  Office  aad  its  officers  and  employees  to 
conduct  audits  and  other  statutory  functions;  used  by  Members  of 
Congress  and  their  staffs  to  conduct  research  and  prepare  replies  in 
response  to  constituent  inquiries;  used  by  the  Veterans  Administra¬ 
tion  and  its  officers  and  employees  to  adjudicate  claims;  used  by 
law  enforcement  agencies,  such  as  the  Federal  Bureau  of  Investiga¬ 
tion,  and  their  officers  and  employees  in  the  conduct  of 
background  investigations  and  criminal  investigations;  Used  by  the 
Air  Force  audit  agency  in  conducting  audits;  used  by  the  Board  of 
Correction  for  the  Correction  of  Military  Records;  used  by  the  US 
Accounting  and  Finance  Center  and  its  officers  and  employees  for 
the  adjudication  of  claims 

Polldca  and  practices  for  storing,  retrlc«tog,  acceming,  retaining, 
aad  dispoaiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Retrievable  by  name  of  litigant  and  year  of  litiga¬ 
tion 

Safeguards:  Retired  records  accessed  through  JACL  office 
Records  are  accessed  by  custodian  of  the  record  system  and  by 
pcrson(s)  responsible  for  servicing  the  record  system  in  per¬ 
formance  of  their  official  duties  who  are  properly  screened  and 
cleared  for  need-to-know.  Records  are  stored  in  safes  and  con¬ 
trolled  by  personnel  screening. 

Retention  aad  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  retired  to  Washington  National  Records 
Center,  Washington  DC  20409,  for  permanent  retention. 

System  nsanagerfs)  and  addrem:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force. 

Nortfirarton  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories;  Information  obtained  from  previous  em¬ 
ployers;  financial,  educational,  and  medical  mstitutions;  trade  as¬ 
sociations,  police  and  investigating  officers,  the  public  media,  a 
state  or  locid  government,  a  corporation,  witnesses,  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth,  and  the  in¬ 
dividual  U^whom  the  record  pertains. 

Systems  exempted  from  certain  provkloas  of  the  act:  NONE 
FI  1001  JACL  F 

System  name:  Freedom  of  Information  Act  Appeals 

SyatM  lacatian;  Office  of  The  Judge  Advocate  General,  General 
Litigation  Division, 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 
JACL 

Categories  of  tadhrUnals  covered  by  the  system:  All  those  who 
have  appealed  to  the  Secretary  of  the  Air  Force  from  denials  of 
Freedom  of  Information  Act,  S  USC  332,  requests  for  information 
or  records  and  those  to  whom  the  requested  information  or  records 
apply 

Categories  of  records  to  the  system:  Letters,  memoranda,  legal 
opinions,  reports,  messages,  forms,  miscellaneous  documents 

Authority  (or  raatotenance  of  the  system:  3  USC  332 

Routine  uses  of  records  maintained  to  the  system,  iacindtog  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Information  is  collected 
to  evaluate  appeals  to  the  Secretary  of  the  Air  Force  from  denials 
of  requests  for  records  or  information  sought  pursuant  to  the 
Freedom  of  Information  Act;  used  by  Gener^  Litigation  Division 
members  in  prepar^  legal  opinions  and  recommendations  for  the 
Secretary  of  the  Air  Force  concerning  the  determination  of  appeals 
brought  under  the  Freedom  of  Information  Act;  used  by  the  De¬ 
partment  of  Justice  in  litigation;  used  by  the  Air  Force  Audit  Agen¬ 
cy  to  conduct  audits;  used  by  members  of  Congress  and  members 
of  their  staffs  for  the  resolution  of  constituent  inquiries;  used  by 
Air  Force  agencies  to  provide  guidchaes  and  precedenU 

PoUefes  aad  pmetfea  tor  stortog,  ratrievtog,  ncccastog,  rctotolag, 
and  dispoaiag  of  lecords  to  the  system: 

Storage:  Maintained  in  file  folders. 
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RctricvabllHy:  Filed  by  Name. 

Safcfaarda:  Retired  recordi  accessed  through  JACL  office. 

Records  arc  accessed  by  custodian  of  the  record  system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

RctcntkM  and  dispaaal:  Retained  in  Office  files  for  two  years, 
then  transferred  to  the  General  Services  Administration  where  they 
win  be  destroyed  after  three  additional  years  by  tearing  into  pieces, 
shredding,  puling,  macerating,  or  burning 

System  managcfts)  and  addrcm:  The  Judge  Advocate  General. 
Headquarters  United  States  Air  Force. 

Naddcathm  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Requesters  must  submit  the  following  information:  Name.  Grade 
(if  applicable);  requester  may  visit  the  Office  of  The  Judge  Ad¬ 
vocate  GenerM.  General  Litigation  Division.  Room  7H02I,  For- 
restal  Buflding,  Washington.  DC.  Requester  must  present  valid 
identification  card  or  Driver's  License 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Caateatlaf  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  officers. 

Information  obtained  from  medical  institutions. 

Information  obtained  from  an  international  organization. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systeau  exempted  from  eertate  provislens  of  the  act:  NONE 
FllOOl  SAFPC  A 

System  naam:  Air  Force  Discharge  Review  Board  Voting  Cards 

System  locatloa:  At  Office  of  the  Secretary  of  the  Air  Force. 
Washington  DC  20330. 

Categories  ul  Mdhrldnals  covered  by  the  system:  Former  Air  Force 
Personnel  who  submit  applications  for  review  of  discharge/  separa¬ 
tion/dismissal. 

Categortes  of  records  in  the  system:  Voting  cards. 

Authority  far  maintenance  of  the  system:  10  United  States  Code 
1S53  •  Review  of  Discharge  or  Dismissal 

Rontlac  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  the  Air  Force 
Discharge  Review  Board  to  record  votes  of  board  members  on  in- 
didividiuil  cases. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrievabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  fifteen  years 
from  latest  hearing  and  then  destroyed  by  burning  or  shredding. 

System  managcr(s)  and  addrcm:  Director,  Secretary  of  the  Air 
Force  Personnel  Council,  Washington,  D.C.  20330. 

Notifli  allon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 


Written  requests  should  contain  the  full  name,  service  number 
and  social  security  account  number  of  the  requestor.  Personal  visits 
may  be  made  to  room  920,  Commonwealth  Building,  1300  Wilson 
Blvd,  Arlington,  VA.  Personal  visitors  must  supply  full  name  ser¬ 
vice  number,  social  security  account  number  and  some  form  of 
identification  such  as  driver's  license,  credit  cards,  etc. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestteg  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by  | 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual's  military  personnel  record. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
FllOOl  SAFPC  B 

System  name:  Air  Force  Discharge  Review  Board  Case  Con¬ 
trol/Locator  Cards 

System  locatloa:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

Categories  of  individuab  covered  by  the  system:  Former  Air  Force 
Personnel  who  submit  applications  for  review  of  discharge/  separa¬ 
tion/dismissal. 

Categories  of  records  ia  the  system:  Cake  control/locator  cards. 

Authority  for  maiatcaaace  of  the  system:  10  United  States  Code  j 
1SS3  -  Review  of  Discharge  or  Dismissal.  j 

Routlac  uses  of  records  malataiaed  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  personnel  at  the  j 

Air  Force  Military  Personnel  Center  who  are  responsible  for  servic-  ] 

ing  the  Air  Force  Discharge  Review  Board  to  keep  track  of  cases  j 

and  to  record  the  daOy  activity  relating  to  each  case.  | 

PoUdes  and  practicea  for  storing,  retrieving,  accessing,  retaining,  j 
and  disposing  of  records  in  the  system:  { 

Storage:  Maintained  in  card  filet.  | 

Retrievability:  FQed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(t)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Retention  and  disposal:  Retained  permanently  at  the  Air  Force 
Military  Personnel  Center. 

System  maaageifs)  and  addrcm:  Director.  Secretary  of  the  Air 
Force  Personnel  CouncQ,  Washington,  D.C.  20330. 

Notification  procedarc:  Written  requests  should  be  addressed  to: 
AFMPC/DPMDRAl  Randolph  AFB,  TX  78148.  Such  requests 
should  contaip  individual's  full  name,  service  number  and  social 
security  account  number.  Personal  visits  may  be  made  to  to  the  Air 
Force  Military  Personnel  Center,  Systems  Management  Division, 
Randolph  AFB,  Texas.  Personal  visitors  must  supply  their  full 
name,  service  number,  social  security  account  number  and  provide 
some  form  of  identification  such  as  driver's  license,  credit  cards, 
etc. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual's  application  form  and  milita¬ 
ry  personnel  record. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
FllOOl  OEACYVA 

System  name:  Legal  Administration  Records  of  the  Staff  Judge  Ad¬ 
vocate 

System  locatloa:  At  Air  Force  Accounting  and  Finance  Center, 
Denver  CO  80279. 

Categories  of  iadlvidnab  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel.  i 
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Air  Force  civilian  employees. 

Former  Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Retired  Air  Force  military  personnel. 

Retired  Air  Force  general  officers. 

Dependents  of  military  personnel. 

Air  Force  Academy  cadets. 

Categories  of  records  la  tke  system:  Legal  opinions  and  supporting 
documents  including,  but  not  limited  to,  opinions  on  losses  of  Air 
Force  funds;  reports  of  survey  on  loss  or  damage  of  Air  Force 
equipment,  remission  of  indebtedness  of  active  duty  Air  Force 
members;  waiver  of  claims  of  the  United  States  arising  out  of  er¬ 
roneous  payments  of  pay  and  allowances;  legal  assistance;  garnish¬ 
ment  of  wages  of  active  duty,  reserve  and  retired  pay  of  Air  Force 
military  and  civilian  personnel;  Freedom  of  Information  Act  and 
Privacy  Act  interpretations  and  opinions;  and  correspondence  relat¬ 
ing  to  the  above  subjects  with  other  Air  Force  and  Department  of 
Defense  components.  United  States  attorneys,  attorneys.  Air  Force 
Officers  and  members  (and  dependents  thereoO,  former  spouses  of 
Air  Force  Officers  and  membm,  and  federal,  state  and  local  agen¬ 
cies,  inchidiag,  but  not  limited  to,  the  Federal  Bureau  of  Investiga¬ 
tion  (F.B.I.),  Internal  Revenue  Service,  Social  Security  Administra¬ 
tion,  and  state  and  local  welfare  agencies. 

Antharlty  for  maintrnance  of  the  system:  37  U.S.C.  101  et  seq;  31 
U.S.C.  95a;  31  U.S.C.  492a-c;  40  U.S.C.  721-729;  39  U.S.C.  712;  5 
U.S.C.  5512;  37  U.S.C.  1007;  31  U.S.C.  82a-l;  10  U.S.C.  9832;  10 
u  s  e.  9835;  32  U.S.C.  710;  5  U.S.C.  552  and  552a;  10  U.S.C. 
9837(d),  10  U.S.C.  2774;  32  U.S.C.  716;  5  U.S.C.  5584. 

Roodac  nacs  of  records  mofatained  In  the  system,  fachiding  catego¬ 
ries  of  aaers  and  the  parpoaes  of  sach  aaes:  Records  are  used  to 
review  and  make  recommendations  in  cases  including  but  not 
limited  to  cases  involving  losses  of  funds;  reports  of  survey;  remis- 
aion  and  waiver  of  indebtedness;  garnishment  of  pay;  Freedom  of 
Information  and  Privacy  Acts;  arid  legal  assistance.  Users  of  the 
record  system  include,  but  are  not  limited  to,  the  Air  Force  Ac¬ 
counting  and  Finance  Center  (AFAFC)  ;  other  Air  Force  and  De¬ 
partment  of  Defense  (DoD)  components;  individual  Air  Force  Of¬ 
ficers  and  members  and  t^ir  dependents,  former  spouses  of  Air 
Force  Officers  and  members;  attorneys;  United  States  attorneys; 
Internal  Revenue  Service;  Social  Security  Administration  and  state 
and  local  agencies.  AO  users  of  the  record  system  use  information 
from  the  record  system  to  obtain  information,  advice  and  recom¬ 
mendations  in  the  areas  of  losses  of  Air  Force  funds,  reports  of 
survey,  remission  and  waiver  of  indebtedness,  garnishment  of  pay, 
and  Freedom  of  Information  and  Privacy  Acts.  Information  is  i^o- 
vided  in  appropriate  cases  to  law  enforcement  agencies,  such  as  the 
F.B.I.,  Internal  Revenue  Service,  Social  Security  Administration 
and  Office  of  Special  Investigations,  Department  of  the  Air  Force 
(OSI),  for  investigation  and  possible  criminal  prosecution,  civil  ac¬ 
tion  or  regulatory  process.  Disclosure  of  legal  assistance  records  is 
limited  in  accorttence  with  the  attorney-client  privilege.  Disclosures 
made  pursuant  to  the  Freedom  of  Information  Act.  Disclosures  to 
the  Department  of  Justice  for  criminal  prosecution,  civil  litigation 
or  investigation. 

Polkfes  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  visible  file  bindfrs/cabinets. 

Maintained  in  card  files. 

Rctrlevabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  protected  by  gu^s. 

Records  are  controBed  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 

Retentioa  and  iHspassI  Records  are  maintained  at  office  of  Staff 
Judge  Advocate,  Air  Force  Accounting  and  Finance  Center 
(AFAFC/JA)  for  two  years,  or  whenever  their  purpose  has  been 
served,  whichever  is  later,  and  then  destroyed  by  tearing  or 
shredding.  Significant  cases  involving  legal  opinions  establishing 
precedent  are  transferred  to  subject  files  after  two  years  and 
retained  indefinitely. 


System  maaagcr(s)  and  address:  The  Staff  Judge  Advocate, 
United  States  Air  Force;  Staff  Judge  Advocate,  Air  Force  Account¬ 
ing  and  Finance  Center. 

Natificatlaa  pmedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/RMAD  Denver  Co  80279  telephone:  area  code  303/  825- 
1161,  ext.  6341.  The  requester  should  be  able  to  provide  sufficient 
proof  of  identity,  such  as  name,  social  security  number,  military 
status,  duty  station  or  place  of  employment,  or  other  information 
verifiable  in  the  record  itself. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/RMAD  Denver  Co  80279  telephone:  area 
code  303/  825-1161,  ext.  6341.  The  requester  should  be  able  to  pro¬ 
vide  sufficient  proof  of  identity,  such  as  name,  social  security 
number,  military  status  or  place  of  employment,  or  other  informa¬ 
tion  verifiable  in  the  record  itself. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. . 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Information  from  other  DoD  components;  information  from 
other  federal  agencies,  including,  but  not  limited  to,  the  F.B.I.,  In¬ 
ternal  Revenue  Service,  Social  Security  Administration,  Veterans 
Administration;  applications  by  and  correspondence  with  active 
duty,  reserve  aiad  retired  Air  Force  personnel  and  thev  dependents, 
former  spouses,  and  guardians,  applications  by  and  correspondence 
with  Air  Force  current  and  former  civilian  employees,  their  depen¬ 
dents,  spouses,  and  guardians;  correspondence  with  attorneys, 
records  of  courts-martial,  interfaces  with  other  record  systems 
maintained  at  AFAFC,  and  correspondence  with  United  States  at¬ 
torneys  and  attorneys. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FllOOlAJACI  A 

System  name:  USAF  Foreign  Criminal  Jurisdiction  cases 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Also  at  headquarters  of  major  commands  and  at  all  levels  of 
command  in  overseas  areas  down  to  and  including  Air  Force  instal¬ 
lations. 

Categories  of  Individuals  covered  by  the  system:  All  those  USAF 
personnel,  US  nationals  employed  by  the  USAF,  and  dependents 
of  the  foregoing  who  become  involved  with  foreign  law  enforce¬ 
ment  authorities  or  who  are  subject  to  trial  in  foreign  courts  for 
serious  criminal  offenses. 

Categories  of  records  fas  the  system:  Serious  incident  reports, 
security  police  blotters,  summons,  indictments,  reports  of  investiga¬ 
tions,  judgments  and  other  court  orders,  Engli^  translations  of 
forei^  documents,  trial  observer  reports,  status  reports,  prison 
visitation  and  confinement  reports,  congressional  and  other  official 
inquiries,  requests  for  counsel  or  bail,  ^fkial  correspondence  per¬ 
taining  to  the  case,  and  other  documents,  messages,  memos  or 
mateiisls  related  to  the  case 

Authority  for  maintenance  of  the  system:  10  USC  W)12,  44  USC 
3101 

Routine  uses  of  records  maintained  M  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  USAF  person¬ 
nel  tasked  with  the  supervnion  of  foreign  crhninal  jurisdiction 
cases;  used  in  preparation  of  statistical  and  other  reports;  in  an¬ 
swering  inquiries  from  the  President,  Congress,  the  Department  of 
Defense,  t^  individual  involved  and  members  of  his  family;  in  tri¬ 
als  by  courts-martial  and  administrative  or  other  personnel  actions 
when  information  in  the  files  is  germane  to  the  proceedings;  by 
USAF  commanders  and  personnel  ofGcials  in  making  duty  and  as¬ 
signment  decisions;  by  the  Board  for  the  Correction  of  Military 
Records  and  the  Veteran's  Administration  when  pertinent  to  the 
matters  before  them;  and  when  there  is  evidence  of  violations  of 


FEDERAL  REGISTER,  VOL  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


PRIVACY  ACT  ISSUANCES 


international  agreements  or  the  unfair  treatment  of  the  accused  in¬ 
dividuals  at  the  hands  of  foreign  authorities,  it  is  used  by  the  Office 
of  the  Secretary  of  Defense  and  Diplomatic  missions  for  preparing 
the  appropriate  response  or  protest 

Policies  and  praetkea  for  storteg,  retrieving,  acceaaing,  retaining, 
and  disponing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabilhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  retired  to  Washington  National  Records 
Center,  Washington  DC  20409,  for  permanent  retention. 

System  mannger(s)  and  addrem:  Chief,  International  Law  Divi¬ 
sion,  Office  of  The  Judge  Advocate  General,  Forrestal  Building, 
Washington,  DC  20314  or  Staff  Judge  Advocate  of  the  Concerned 
Subordinate  Command  or  Installation 

Notffkatlon  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Furnish  full  name,  SSAN,  Year  and  Country  of  involvement. 
Visit  may  be  made  to  AF/JACI,  Forrestal  Bldg.Wash.D  203l4.VaIid 
identification  card,  driver's  license  or  equivalent  must  be  presented. 

Record  aeccm  pmccdnrcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  financial  institutions. 

Also  from  persons  filing  reports,  foreign  law  enforcement 
authorities  and  judicial  officials,  the  individual,  his  personnel 
record  and  other  official  sources 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FllOOlBJACI  B  . 

System  name:  IIOOIBJACI  B  Foreign  Civil  Litigation  Records 

System  locatioa:  Headquarters  United  States  Air  Force.  Washing¬ 
ton  DC  20330.  Also  at  Headquarters  of  Major  Commands  having 
Supervisory  responsibilities  at  overseas  installations  where  judge 
advocates  are  assigned 

Categories  of  individuab  covered  by  the  system:  All  individuals 
who  initiate  litigation  against  the  Unit^  States  in  a  foreign  court  in 
respect  to  a  matter  pertaining  to  the  Air  Force 

Categories  of  records  in  the  system:  Letters,  correspondence, 
messages,  reports,  summons,  compbints,  English  transbtions  of 
foreign  documents,  statements  of  witnesses  and  other  evidentiary 
material,  court  orders  and  rulings 

Authority  for  maintenance  of  the  system:  10  USC  8012,  44  USC 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  of  the  col¬ 
lection  of  information  u  to  enable  the  United  States  and  its  ofr 
ficers,  employees  and  members  to  defend  and  protect  the  legal  in¬ 
terests  of  the  United  States  in  foreign  civQ  litigation.  Used  by 
USAF  Personnel  tasked  with  supervisory  and  reporting  responsi¬ 
bilities  in  connection  with  foreign  civil  litigation  and  by  Department 
of  Justice  in  defending  the  bwsuit. 

PoUdes  and  praetka  for  storlag,  retrkving,  acccssiag,  retaining, 
and  dbposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

RctrbvabURy:  Name  of  Litigant 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  offkial  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  safes  and 
locked  cabinets  or  rooms,  and  are  controDed  by  personnel  screen- 
ing. 


Retcation  and  dbposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  retired  to  Washington  National  Records 
Center,  Washington  DC  20409,  for  permanent  retention. 

System  maaageris)  aad  addrem:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force.  International  Law  Division 
JACl  and  Staff  Judge  Advocate  at  concerned  subordinate  command 
or  instaUation 

Notifkatlen  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in  | 

gaining  access  from  the  System  Manager.  < 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to  | 

records  and  for  contesting  and  appealing  initial  determinations  by  j 

the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  reports  from 
judge  advocates  at  bases  in  foreign  countries,  and  local  court 
records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 

FllOOlXOMUHHZA  I 

System  name:  Reserve  Judge  Advocate  Training  Report 
System  locatioa:  Headquarters,  Air  Force  Reserve  (AFRES), 

Robins  Air  Force  Base,  GA  31098  i 

Categories  of  individuals  covered  by  the  system:  Air  Force 
Reserve  Judge  Advocates  (JAGS)  j 

Categories  of  records  in  the  system:  Information  pertaining  to  in¬ 
dividual  training  i 

Authority  (or  maintenance  of  the  system:  10  USC  8012  | 

Routine  uses  of  records  maintained  in  the  system,  including  catego-  | 

ries  of  users  and  the  purposes  of  such  uses:  To  provide  Air  Force  j 

Reserve  Staff  Judge  Advocate  Training  File  on  all  Reserve  JAGS 
Policies  and  praetkea  (or  storing,  retrieving,  accemiag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabilhy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Retentioa  aad  dbposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagerfs)  and  address:  Staff  Judge  Advocate  Air  Force 
Reserve  Robins  Air  Force  Base  GA  31098 
NotUkatlen  procednre:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Information  from  State  Bar  Association.  Information  from  in¬ 
dividual. 

Systems  exempted  from  certain  pGpvbions  of  the  act:  NONE 
F11M2  AJACP 

System  name:  Invention,  Patent  Application  and  Patent  Application 
Secutiry,  and  Patent  Files 

System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330.  At  HQUSAF  /JACPD  Wright-Patterson  Air 
Force  Base,  Ohio  4S433;  at  HQUSAF/JACPB,  424  Trapelo  Road, 
Waltham.  MA  021S4 

Categories  of  Indivldnab  covered  by  the  system:  All  military  and 
civilian  government  inventors  who  have  submitted  an  invention  to 
the  Air  Force  Patent  Processing  or  for  a  determination  of  govern¬ 
ment  rights;  all  applicants  for  U.S.  Patents;  all  Air  Force  contractor 
inventors;  ^  non-govemment  inventors  who  have  submitted  an  in¬ 
vention  to  the  Air  Force  for  an  evaluation  toward  patent  processing 
at  Air  Force  expense. 

Categarfes  at  records  M  the  system:  Correspondence,  invention 
disclosures,  search  reports,  drawings,  technkal  literature,  patents, 
technkal  reports,  photographs,  patent  applications,  patented  files 
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ud  the  paper*  relating  thereto  inchiding  bcente*,  aitignmenU. 
declaration,  power  of  attorney,  amendments,  patent  office  actions, 
notices  of  appeal,  appeal  briefs,  examiner’s  answer,  declaration  of 
interferences,  interference  motions,  among  others;  determination  of 
rights,  forms,  secrecy  orders,  notices  of  recision,  memoranda,  leg^ 
opinions;  security  reviews,  petitions  to  modify  secrecy  orders,  peti¬ 
tions  for  foreign  filing,  petitions  for  rescinding  secrecy  orders, 
modifications  of  secrecy  orders,  foreign  patent  applications  and  re¬ 
lated  papers,  permits,  forms,  rescinding  orders.  Some  records 
under  miUtary  classification. 

AntlMrity  for  maiatcnaKc  •!  the  system:  3S  DSC  I81-18S,  Execu¬ 
tive  Orders  10096  and  10930,  5  USC  4S02,  10  USC  1124,  Depart¬ 
ment  of  Defense  Directive  SS35.2  of  September  1966,  Mutual 
Security  Act  of  1934,  NATO  Agreement  January  12,  1961,  12  UST 
43,  TIAS  4672,  394  UNTS  3 

RevtlBc  nacs  el  records  maintained  in  the  system,  including  catego¬ 
ries  ol  nsers  and  the  purposes  of  such  nses:  Used  to  support  the  fil¬ 
ing  and  prosecution  by  the  Air  Force  of  Patent  Applications  on  in¬ 
ventions  disclosed  by  military  and  civilian  personnel  as  well  as  sub¬ 
ject  inventions  reported  by  contractors  under  Air  Force  research 
and  development  contracts  for  obtaining  government  patent  protec¬ 
tion;  to  permit  the  determination  of  the  government  rights  and  em¬ 
ployee  r^ts  in  employee  inventions;  to  document  and  record  the 
patent  rights  of  the  government  obtained  as  a  result  of  the  Air 
Force  contracting  and  patent  prosecution  effort;  to  enable  the  Air 
Force  to  administer  Patent  Secrecy  Act;  used  by  the  Air  Force  and 
the  Commissioner  of  Patents  in  determination  of  rights;  by  the  Air 
Force  to  evaluate  inventions  and  patent  inventions  most  important 
to  the  Air  Force  mission;  by  General  Accounting  Office  and  its  of¬ 
ficer*  and  employees  to  conduct  audits  and  ot^r  statutory  func¬ 
tions;  by  the  Air  Force  to  recommend  government  employee  inven¬ 
tion  and  patent  awards  to  their  local  incentive  award  boards;  by  the 
Air  Force  to  document  and  record  government  patent  rights;  by  the 
Federal  CouncQ  for  Science  and  Technology  as  statistical  data  for 
an  annual  report  on  government  patent  policy;  by  Air  Force, 
Armed  Services  Advisory  Board,  and  Commissioner  of  Patents  to 
adminster  Patent  Secrecy  Act 

Pollriaa  and  practices  for  staring,  retrieving,  acceming,  retainlag, 
and  (Uqtaaiag  *1  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Retrievable  by  name  of  inventor,  title  of  invention, 
invention  number,  serial  number  of  U.S.  patent  application. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  person(s)  responsible  for  servicing 
tite  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  ate  stored  in  security  file 
containers/cabinets.  Records  are  stored  in  safes.  Records  are  con¬ 
trolled  by  personnel  screening. 

Rctcntina  and  (Uqmaal:  Invention  disclosures  retained  in  office 
files  for  five  years  after  evaluation  completed,  then  retired  to  to 
Wash^ton  National  Records  Center,  Washington,  DC  20409,  for 
retention  up  to  15  years  thereafter,  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning.  Patent  applica¬ 
tion  and  patented  files  retained  in  otwe  files  for  three  years  after 
cases  abandoned  or  after  issued  into  a  patent,  then  retired  to 
Washington  National  Records  Center,  Washington,  DC  20409,  for 
retention  up  to  17  years  thereafter,  tten  destroyed  by  tearing  into 
pieces,  shreddy,  pulping,  macerating,  or  burning.  Licenses  and  as¬ 
signments  retain^  in  office  files  for  20  years  after  executed,  then 
destroyed  by  tearing  into  pieces,  shreddi^,  pulping,  macerati^,  or 
burning.  Security  records  on  patent  applications  are  retained  in  of¬ 
fice  files  for  thrM  years  after  secrecy  orders  rescinded,  then  retired 
to  Washington  National  Records  Center,  Washington,  DC  20409, 
for  retention  up  to  9  years,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaagerfs)  and  addrem:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force. 

Nedfleadoa  pracedare:  Chief  Patents  Division,  Office  of  The 
Judge  Advocate  General,  JACP;  individual  requesting  information 
from  records  should  supply  full  name,  title  of  invention.  Air  Force 
invention  number,  if  known,  and  serial  number  of  U.S.  Patent  Ap¬ 
plication;  requesting  individual  may  visit  Patents  Division,  Office  of 
The  Judge  Advocate  General,  Forrestal  Bldg.,  Wash.,  DC  to  obtain 
information  about  thi«  records  system;  upon  visit  individual  must 
present  verification  of  identity  as  inventor  of  the  invention,  or  in¬ 
vention  covered  by  the  patent  application,  about  which  information 
is  requested,  including  full  name,  driver’s  license  or  other  photo 
identity  card. 


Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  Chief,  Patents  Division,  Office  of  The  Judge 
Advocate  General,  JACP,  Washington,  DC  20314. 

ContestlBg  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  inventors;  Air  Force 
and  government  technical  personnel;  other  government  departments 
and  agencies;  Air  Force  contractors;  U.S.  Patent  Office;  the  work 
product  of  Air  Force  Patents  Division,  JACP,  JACPD,  JACPB; 
security  reviews  conducted  by  Department  of  Air  Force  personnel 
having  military  classification  authority;  owners  of  patent  applica¬ 
tions;  foreign  governments;  armed  services  Patent  Advisory  Board; 
and  Air  Force  Foreign  Intelligence  Personnel. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
FI  1002  JACP  C 

System  name:  11002  JACP  C  Patent  Infringement  and  Litigation 
Records 

System  location:  Headquarters  United  States  Air  Force,  Washing¬ 
ton  DC  20330.  Office  of  The  Judge  Advocate  General  Patents  Divi¬ 
sion  JACP:  at  AF/JACPI  Wright-Patterson  Air  Force  Base,  Dayton, 
OH  43433 

Categories  of  individnab  covered  by  the  system:  All  claimants  or 
petitioners  who  have  alleged  unlicensed  use  of  their  patents  by  the 
Air  Force  or  who  have  brought  suit  against  the  United  States  con¬ 
cerning  patent,  trademark  or  copyright  matters  related  to  the  De¬ 
partment  of  the  Air  Force. 

Categories  of  records  in  the  system:  Letters;  messages;  forms;  re¬ 
ports;  contracts;  bids;  photographs;  legal  opinions;  petitions;  an¬ 
swers;  discovery  documents;  memoranda;  infringement  studies; 
validity  studies;  procurement  information;  license  agreements; 
other  documents  including  but  not  limited  to:  contract  determina¬ 
tions,  witness  statements,  and  engineering  and  technical  reports. 
Some  records  are  under  military  cbssification. 

Authority  tor  maintenance  of  the  system:  10  USC  2386;  28  USC 
1498;  35  USC  183 

Rontinc  nses  of  records  maintained  In  the  system,  inclndiag  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Purpose  of  the  collection 
of  information  b  to  enable  the  United  States  and  its  officers  and 
employees  to  investigate  claims  and/or  defend  the  legal  interests  of 
the  United  States  because  of  claims  for  compensation  and  litigation 
involving  patents,  trademarks  and  copyrights.  Used  by  the  Depart¬ 
ment  of  Justice  and  its  officers  and  employees  in  the  litigation  of 
cases  involving  patent  or  copyright  matters  concerning  the  Depart¬ 
ment  of  the  Air  Force  and  in  some  instances  the  Department  of 
Defense.  Used  by  by  the  Department  of  the  Air  Force,  its  officers 
and  employees  to  resolve  claims  for  compensation  involving  patent, 
trademark  or  copyright  matters.  Used  by  other  Government  Depart¬ 
ments  and  agencies,  such  as  the  Departments  of  the  Army,  Navy, 
and  Defense,  to  resolve  claims  for  compensation  involving  patent, 
trademark,  or  copyright  matters.  Used  in  research  for  preparation 
of  Air  Force  replies  in  response  to  Congressional  inquiries. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposlag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievability:  Retrievable  by  name  of  claimant  or  litigant  ^ 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets/  safes  and  controlled  by  personnel  screening. 

Rctcathm  and  disposal:  Retained  in  office  files  for  three  years 
after  end  of  year  in  which  the  case  was  closed,  then  retired  to 
Washington  National  Records  Center,  Washington,  D.C.  20409,  for 
retention  up  to  twelve  years  thereafter,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managcr(s)  and  addrem:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  System  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  System  Manager. 

Contesthig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  received  from  the  in¬ 
dividual,  contractors,  other  government  agencies,  and  individual 
corporations  (non-contractors).  Information  obtained  from  source 
documents  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provislona  nl  the  act:  NONE 
FI  1101  AJAJM 

System  name:  Court-Martial  and  Article  1 5  Records 

System  locathm:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330.  At  Air  Force  Military  Personnel  Center, 
Randolph  Air  Force  Base,  TX  78148.  At  National  Personnel 
Records  Center,  Military  Personnel  Records,  9700  Page  Boulevard, 
St.  Louis,  MO  63132.  At  Washington  National  Records  Center, 
Washington  DC  20409.  At  headquarters  of  the  United  States  Air 
Force,  major  commands  and  major  subordinate  commands.  Official 
mailing  addresses  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force's  systems  notice.  At  headquarters  of 
major  commands  and  at  all  levels  down  to  and  including  Air  Force 
installations.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force's  systems 
notice. 

Categerfea  ml  indlvidnals  covered  by  the  system:  AD  persons  sub¬ 
ject  to  the  Uniform  Code  of  .Military  Justice  (UCMJ)  (10  USC  802) 
who  are  tried  by  court-martial  or  upon  whom  Article  13  punishment 
is  imposed. 

Categories  of  records  in  the  system:  Records  of  trial  by  court-mar¬ 
tial  and  records  of  Article  IS  punishment 

Antborlty  (or  mafastewuMC  of  the  system:  10  USC  81S(g),  834,  863 

Roottne  nscs  of  records  maintained  In  the  system,  inclnding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Records  of  trial  by 
court-martial  are  used  for  review  by  the  convening  authority.  Mili¬ 
tary  Appellate  Courts,  The  Judge  Advocate  General,  corrections 
and  probation  authorities,  the  Secretary  of  the  Air  Force  and  the 
President;  individual  records  may  be  transferred  to  other  com¬ 
ponents  within  the  Department  of  Defense,  the  Department  of 
Justice,  the  Veteran's  Administration,  or  state  nnd  federal  courts 
for  determiiution  of  rights  and  entitlements  of  individuals  con¬ 
cerned  or  the  government;  used  to  formulate  responses  to  inquiries 
concerning  individual  cases  made  by  the  Congress,  the  President, 
the  Department  of  Defense,  the  individual  involved  or  other  per- 
sotu  or  agencies  with  a  legitimate  interest  in  the  court-martial 
proceedings;  portions  of  the  record  in  every  case  are  transmitted  to 
Air  Force  personnel  authorities  for  use  in  evaluating  the  in¬ 
dividual's  overaO  performance  and  inclusion  in  their  militai^  master 
personnel  record;  if  conviction  results,  a  record  thereof  can  be  in¬ 
troduced  at  a  subsequent  court-martial  trial  involving  the  same  in¬ 
dividual;  also  used  as  source  documents  for  collection  of  statistical 
information.  Article  13  records  are  used  for  review  of  legal  suffi¬ 
ciency  and  action  on  appeals  or  applications  for  correction  of  mihi- 
ary  records  filed  before  appropriate  Air  Force  authorities;  used  to 
formulate  responses  to  inquiries  concerning  individual  cases  made 
by  the  Congress,  the  President,  the  Department  of  Defense,  the  in¬ 
dividual  involved  or  other  persons  or  agencies  with  a  legitimate  in¬ 
terest  in  the  Article  13  action;  used  by  Air  Force  personnel  authori¬ 
ties  in  evaluating  the  individual's  overaD  performance  and  inclusion 
in  thb  individual's  mDitary  master  personnel  record;  may  be  used 
for  introduction  at  a  subsequent  court-martial  trial  involving  the 
same  individual;  used  as  source  documents  for  collection  of  statisti¬ 
cal  information  by  The  Judge  Advocate  General 

Policies  and  practices  (or  storing,  rctricvlag,  acccsslag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabttity:  Filed  by  Name.  Filed  by  Social  Security  Account 
Number  (SSAN).  Filed  by  MiliU^  Service  Number.  Filed  by  other 
identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  authorized  personnel  who  are 
properly  screened  and  cleared  for  need-to-know.  Records  are 
stored  in  vaults.  Records  are  stored  in  locked  cabinets  or  rooms. 
Records  are  protected  by  guards.  Records  are  controlled  by  person¬ 
nel  screening.  Records  are  controlled  by  visitor  registers. 

Rctentlaa  and  disposal:  Court-Martial  records  are  retained  in  of¬ 
fice  files  for  two  years  following  date  of  final  action  and  then 
retired  as  permanent.  AO  general  and  special  court-martial  records 


are  retired  to  the  Washington  National  Records  Center,  Washington 
DC  20409.  Article  13  records  are  retained  in  office  fOes  for  one 
year  or  untO  no  longer  needed,  whichever  is  sooner,  and  then 
retired  as  permanent.  Summary  courts-martial  and  Article  13 
records  are  forwarded  to  the  Air  Force  Military  Personnel  (Tenter, 
Randolph  AFB,  TX  78148  and  filed  in  the  individual's  master  per¬ 
sonnel  record. 

System  managcr(s)  and  addrem:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force.  Staff  Judge  Advocate  at  all 
levels  of  command  and  the  Military  Personnel  Records  Division, 
Directorate  of  Personnel  Data  Systems,  Air  Force  Military  Person¬ 
nel  Center  (AFMPC/DPMDR) 

Natlfkatlon  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice.  Information  required  wiU  be  fuU  name, 
SSAN,  service  number  if  different  than  SSAN,  unit  of  assignment, 
date  of  trial  and  type  of  court,  if  known,  or  date  punishment  im¬ 
posed  in  the  case  of  Article  13  action.  Requester  may  visit  the  Of¬ 
fice  of  The  Judge  Advocate  General,  Forrestal  Bldg  Washington, 
DC  and  must  present  valid  identification  card  or  driver's  license. 

Contestlug  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  from  almost  any  source  can 
be  included  if  it  is  relevant  and  material  to  the  Article  13  or  court- 
martial  proceedings. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FI  1101  OSPCZPA 

System  name:  MUitary  Justice  Administration 

System  location:  Beale  Air  Force  Base  CA  93903,  Castle  Air 
Force  Base  CA  93342,  Davis  Monthan  Air  Force  Base  AZ  83707, 
Dyess  Air  Force  Base  TX  79607,  EDsworth  Air  Force  Base  SD 
37706,'  Fairchild  Air  WAForce  Base  99011,  Francis  E  Warren  Air 
Force  Base  WY  82001,  Grand  Forks  Air  Force  Base  ND  38203, 
Malmstrom  Air  Force  Base  MT  39402,  March  Air  Force  Base  CA 
92308,  Minot  Air  Force  Base  ND  38703,  6  Strategic  Wing  APO 
Seattle  98737,  320  Bombardment  Wing  Mather  Air  Force  Base  CA 
93633,  916  Air  Refueling  Squadron  Travis  Air  Force  Base  CA 
94333,  33  Strategic  Reconnaissance  Wing  Offutt  Air  Force  Base 
NE  68113,  4300  Air  Base  Squadron  Glasgow  Air  Force  Base  MT 
39231. 

Categortes  of  indlvldnala  covered  by  the  system:  Air  Force  active 
duty  enlisted  personnel. 

Nominated  to  serve  on  general  court  martial. 

Categories  of  records  fas  the  system:  Court  martial  member  ex¬ 
perience  statement. 

Authority  (or  maintenance  of  the  system:  10  United  States  Code 
8012 

Rontlae  uses  of  records  malntaiacd  hi  the  system,  inclnding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Used  by  Commanders  to 
select  court  martial  members. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  ffles. 

Retrlevability:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms.  / 

'  Retention  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaager(s)  and  address:  Headquarters  13  Air  Force  Staff 
Judge  Advocate,  March  Air  Force  Base  CA  92308. 

Nodficatioa  procedarc:  Addressed  to  unit  Staff  Judge  Advocate. 

Record  accem  procedures:  Gain  assistance  from  unit  Staff  Judge 
Advocate. 
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Ceatettlat  rtcord  preccdurM:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soorcc  categories:  Individual. 

Systems  eiempted  from  certaM  provfsIoM  of  the  act:  NONE 
rillOl  OUMCBVA 

System  name:  Military  Justice  Administration 

System  location:  Judge  Advocate,  United  States  Air  Force  Securi* 
ty  Service,  San  Antonio  TX  78243. 

Categories  of  IndWidnab  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Categories  of  records  in  the  system:  Correspondence  and  legal 
opinions. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012 

Routiac  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrposes  of  snch  uses:  Used  for  personnel  ad¬ 
ministration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retiievahility:  Filed  by  Name. 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Reteadoa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning.  * 

System  managerfs)  and  addrem:  Judge  Advocate,  United  States 
Air  Force  Security  Service,  San  Antonio  TX  78243. 

Nottfkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Cootestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  paneb,  auditors,  and  so  forth. 

Systems  eiempted  from  certain  provbloas  of  the  act:  NONE 
FI  1101  OUMCBVB 

System  name:  Judge  Advocate  Command  Roster 

System  location:  Judge  Advocate,  United  States  Air  Force  Securi¬ 
ty  Service,  San  Antonio  TX  78243. 

CatMories  of  indlvidHab  covered  by  the  system:  Air  Force  active 
duty  officer  pessonnel. 

Air  Force  civilian  employees. 

Categories  of  recMtb  in  the  system:  Individuars  names. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012 

Rontine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  personnel  ad- 
minutration  and  assignment  projects. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposlag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retiievahility:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  dbposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 


System  managerfs)  and  addrem:  Judge  Advocate,  United  States 
Air  Force  Security  Service,  San  Antonio  TX  78243. 

Notificatioa  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorica:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  paneb,  auditors,  and  so  forth. 

Systems  eiempted  from  eertain  provisions  of  the  act:  NONE 
FlllOlXJAJM  C 

System  name:  Automated  Military  Justice  Analysis  and  Manage¬ 
ment  System  (AMJAMS) 

System  location:  At  headquarters  of  the  United  States  Air  Force, 
major  commands  and  major  subordinate  commands.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force's  systems  notice. 

Categories  of  individuab  covered  by  the  system:  All  persons  sub¬ 
ject  to  the  Uniform  Code  of  Military  Justice  (UCMJ)  (10  USC  802) 
who  receive  Article  15  punishment  or  against  whom  court-martial 
charges  are  preferred. 

Categories  of  records  in  the  system:  Article  15  records  included 
personnel  background  information,  nature  of  offenses  involved, 
punishment  imposed  and  results  of  appeals  filed  and  subsequent  ac¬ 
tions  taken  affecting  the  punuhment.  Court-martial  records  include 
personnel  background  information,  offenses  charged,  pretrial 
proceedings,  results  of  trial  or  other  disposition  of  case,  sentence, 
action  of  convening  authority  and  results  of  appeUate  review. 

Authority  for  maintenance  of  the  system:  Title  10,  US  Code,  Sec. 
8072  (Judge  Advocate  General:  Appointment;  Duties)  and  Articles 
6(a)  (Judge  Advocates  and  Legal  Officers)  and  67(g)  (Review  by  the 
Court  of  MUtiary  Appeals),  UCMJ  (10  USC  806(a),  867(g) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  snch  nses:  Records  are  maintained 
in  order  to  preserve  an  accurate  statistical  accounting  of  courts- 
martial  and  Article  15  activities  for  use  in  assisting  The  Judge  Ad¬ 
vocate  General  and  Field  Staff  Judge  Advocates  in  the  management 
and  administration  of  military  justice,  and  for  conducting  statistical 
studies  which  measure  disciplinary  rates  and  trends  and  evaluate 
military  justice  involvement  as  it  affects  the  quality  of  the  force 
and  the  ability  of  the  Air  Force  to  carry  out  its  mission 

PoUdea  and  praetka  tor  storing,  retrieving,  accessing,  retaining, 
and  dbpoaing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  vaults. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention'  and  dbprMl:  Records  are  retained  in  active  office  files 
at  HQ  USAF  and  major  air  command  leveb  for  three  years. 
Records  at  major  air  commands  are  then  purged  and  destroyed  by 
degaussing  and  those  at  HQ  USAF  are  retired  as  permanent  history 
at  HQ  Command/ACD,  Bolling  AFB,  Washington  DC  20332. 

System  manager(s)  and  addrem:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force. 

Major  Command  Staff  Judge  Advocates 

Notifleation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Information  required  will  be  full  name,  SSAN,  unit  of  assignment 
and  date  of  trial  or  imposition  of  Article  15  punishment.  Requester 
may  vbit  the  office  of  the  Judge  Advocate  General,  Forrestal 
Bldg.,  Washington,  DC  and  must  present  valid  identification  card 
or  driver’s  license. 
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PRIVACY  ACT  ISSUANCES 


CoBiMtiaf  racard  proctdarct:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonrcc  categories:  Information  from  claimants  and 
Government  agencies  involved 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FI  1201  JACC  B 


Record  accem  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice.  ' 

Cootestiog  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonrcc  categories:  Information  obtained  from  automated 
system  interfaces. 

Also  from  records  of  trial  by  court-martial  and  Article  15  punish¬ 
ment  actions. 

Systems  exempted  from  certahs  provbions  of  the  act:  NONE 
FI  1201  JACC  A 

System  name:  Claims  Administrative  Management  Program  (CAMP) 
EOM 

System  locstioa:  At  Headquarters  United  States  Air  Force. 
Washington  DC  20330. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

Categories  of  Indlvidnab  covered  by  the  system:  AO  military  per¬ 
sonnel  and  civilians  filing  administrative  claims  against  the  Air 
Force  or  against  whom  the  Air  Force  has  filed  an  administrative 
claim 

Categories  of  records  in  the  system:  Individual  claim  record 

Authority  for  maintenance  of  the  system:  10  USC  8012,  Secretary 
of  Air  Force;  duties;  44  USC  3101,  Records  Management; 

Rontlae  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  nsers  and  the  pnrposes  of  snch  uses:  Claims  BudgeUng  •  Judge 
Advocate  General  (JAG)  Management  of  claims  processing  to  in¬ 
sure  worldwide  consistency  -  JAG;  Verification  that  administrative 
action  has  been  attempted  before  litigation  action  is  initiated  -  US 
Dept  of  Justice  -  JA(};  Establishment  of  manpower  authorization 
based  on  claims  workload  -JAG 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Maintained  on  roll  microfilm. 

Maintained  on  microfiche. 

Retrlevability:  Filed  by  Name. 

Claim  number 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  vaults. 

Retention  and  disposal:  At  HQ  USAF  retained  in  office  files  for 
10  years,  then  permanently  retired  to  Washington  National  Records 
Center;  at  other  than  HQ  USAF 

Retained  in  office  fUes  for  three  months  after  monthly  cut-off, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning,  and  cumulative  printouts  destroyed  after  five  years 
by  tearing  into  pieces,  shredding,  pulping,  macerating  or  burning. 

System  managcr(s)  and  addrem:  The  Judge  Advocate  General, 
Headquarters  United  States  Air  Force. 

Notification  procedure:  HQ  USAF/JACC,  James  Forrestal  Bldg, 
Washington,  D.C.  20314.  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  system  manager.  Full  name,  claim  number,  date  of 
incident,  location  of  incident  HQ  USAF/JACC,  James  Forrestal 
Bldg,  Washington,  D.C.  20314  Identification  -  drivers  license,  birth 
certificate,  mditary  ID  or  equivalent  must.be  presented  for  personal 
visit. 

Record  access  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 


System  name:  Claims  Records 

System  locathm:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Categories  of  ludividuab  covered  by  the  system:  All  military  per¬ 
sonnel  and  civilians  filing  administrative  cbims  against  the  Air 
Force  or  against  whom  the  Air  Force  has  filed  an  administrative 
cbim 

Categories  of  records  in  the  system:  Individual  claim  record 

Authority  for  maintenance  of  the  system:  44  USC  3101,  Records 
Management;  10  USC  8012,  Secretary  of  the  Air  Force;  duties 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  a  legal  basis 
for  administrative  payment,  collection,  or  non-collection  of  cbims 
for  and  against  the  government,  by  Judge  Advocates  and  the  Secre¬ 
tary  of  the  Air  Force;  and  when  required,  with  the  concurrence  of 
the  Justice  Department;  to  provide  evidence  upon  which  suits  at 
bw  can  be  defended  or  prosecuted  by  the  Justice  Department;  to 
provide  information  upon  which  to  reply  to  Congress  or  Congres¬ 
sional  inquiries  or  to  make  reports  to  t^  General  Accounting  Of¬ 
fice  and  Congress  on  legisbtive  payment  of  claims;*  to  effect 
management  and  collection  of  cbims  arising  out  of  movement  of 
household  goods  and  effects,  records  are  provided  Air  Force  trans¬ 
portation  officers.  Air  Force  Finance  officers,  the  General  Ac¬ 
counting  Office,  the  Interstate  Commerce  Commission  and  the  in¬ 
dividual  carrier,  warehouseman,  or  packer  involved;  to  obtain 
medical  opinions  from  the  Office  of  The  Surgeon  General,  USAF, 
upon  which  cbims  and  litigation  decisions  can  be  made  by  Judge 
Advocates  and  the  Justice  Department;  on  request  medical  records 
are  funushed  to  military  personnel,  dependants,  retired  personnel, 
or  other  individuab  whose  records  are  included  in  the  cbim  file; 
Finance  officers  are  also  provided  pertinent  portions  of  any  cbim 
file  forwarded  for  payment;  a  copy  of  the  adjudicated  claim  is 
furnished  upon  request  by  the  claimant  for  the  purpose  of  sub¬ 
mitting  a  tax  return  for  a  casualty  loss  or  in  support  of  a  private  re¬ 
lief  bill;  to  provide  evidence  before  the  Court  of  Claims  on  legisb¬ 
tive  referral  of  private  bill  cbims;  when  the  Department  of  Defense 
is  involved,  claim  files  are  provided  to  any  agency  of  that  depart¬ 
ment  involved;  claim  files  are  submitted  to  foreign  governments  for 
adjudication  under  applicable  status  of  forces  agreements;  docu¬ 
mentary  evidence  may  be  fumuhed  to  foreign  courts  in  connection 
with  litigation  involving  the  United  States  of  its  personnel;  referral 
of  claim  files  may  be  made  to  the  Armed  Forces  Institute  of 
Pathology  or  the  Office  of  Specbl  Investigations  when  appropriate; 
when  required  claim  ffles  may  be  referred  to  the  Department  of 
Labor  with  regard  to  employment  and  duty  status;  and  to  provide 
claim  files  to  the  legal  staffs  of  the  Armed  Forces  for  the  purpose 
of  training  of  legal,  paralegal  and  administrative  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrbvabilHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibfe  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabinets. 

Retention  and  dbposal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

Retained  in  office  files  for  one  year  after  annual  cut-off,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 
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Held  ooe  or  two  yew*  depending  upon  clnim,  then  destroyed 
after  four  additional  years  at  staging  area;  after  agency  action 
completed  others  are  held  one.  three  or  five  years  then  destroyed 
by  tearing  into  pieces,  shredding,  pulping,  macerating  or  burning. 

System  manages)  and  addrcas:  The  Judge  Advocate  General. 
Headquarters  Unit^  States  Air  Force. 

Nodfkatlon  praccdurc:  HQ  USAF/JACC,  James  Forrestal  Build¬ 
ing.  Washington.  D.C.  20314  . 

Requests  from  individuals  should  be  addressed  to  the  Systems 
Manager.  Full  name,  date  of  incident,  date  of  claim,  type  of  claim, 
claim  number,  location  of  incident;  HQ  USAF/JACC  James  For¬ 
restal  Building.  Washington,  D.C.  20314;  drivers  license,  military 
ID,  birth  certificate  or  equivalent  must  be  presented  for  person^ 
visit. 

Record  acccas  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

HQ  USAF/JACC,  James  Forrestal  Building.  Washington,  D.C. 
20314 

Caotesdag  record  procedores:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  the  public  media. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  a  state  or  local  government. 

.  Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  cicmpted  from  certain  provisions  ol  the  act:  NONE 
F12001  DPXSE  B 

System  name:  Investigations/Complaints  Files 

System  locatlen:  At  Headquarters  United  States  Air  Force  and  at 
headquarters  of  major  commands  and  all  levels  down  to  and  includ¬ 
ing  Air  Force  Insta^tions. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  Any  individual 
specified  in  a  formal  complaint  action. 

Categories  of  records  in  the  system:  The  records  maintained  pro¬ 
vide  circumstances  of  a  Service  member’s  allegation  of  discrimina¬ 
tory  treatment  and  the  results  of  any  inquiry/investigation  related  to 
the  allegation.  Such  complaints  may  originate  as  Congres¬ 
sional/White  House  inquiries.  Inspector  Genei^  complaints,  letters 
to  Air  Force  or  Office  of  the  Secretary  of  Defense  (OSD)  authori¬ 
ties,  or  complaints  presented  through  equal  opportunity  channels. 
Records  are  manual. 

Authority  (or  malnteasacc  of  the  system:  Title  10  United  States 
Code  -  Armed  Forces,  Chapter  803,  Department  of  the  Air  Force, 
Section  8012  and  (Thapter  80S,  The  Air  Staff,  Section  8032. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoacs  of  such  uses:  Routine  use  of  records 
and  complaints/investigations  is  to  provide  information  to  comman¬ 
ders  or  complaintents  and  the  resolution  of  their  grievances.  Princi¬ 
ple  purpose  of  information  in  complaints/investigations  records  is 
to  document  the  circumstances  and  resolution  of  a  particular  allega¬ 
tion  handled  by  Equal  Opportunity  personnel. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  (he  system: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Retrlevability:  Filed  by  name,  by  category. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  * 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Retained  for  two  years  after  end  of  year 
in  which  the  case  was  closed,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 


System  managerfs)  and  addrtm:  Chief,  Equal  Opportunity 
Branch,  Directorate  of  Personnel  Plans,  Deputy  Chief  of  Staff  Per¬ 
sonnel,  Washington.  DC.  20330 

Natificatian  pracadare:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager  at  the  appropriate  level.  In¬ 
dividuals  should  identify  full  name,  military  status,  dates  of  ser¬ 
vice,  unit  of  last  or  present  assignment,  Swial  Security  Account 
Number  (SSAN),  and  type  of  record  involved.  For  personal  visits, 
the  requester  may  present  proof  of  identity  to  include  full  name 
from  driver’s  license  or  miht^  identification  card. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Requests  for  information  regarding  individual  persons  should 
identtfy  full  name,  mdit^  status,  dates  of  service,  unit  of  last  or 
present  assignment.  Social  Security  Account  Number  (SSAN).  and 
type  of  record  involved.  For  personal  visits,  the  r^uester  may 
present  proof  of  identity  to  include  full  name  from  driver’s  license 
or  military  identification  card. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Records  are  manually  compiled  from 
complaints  fOed,  Congressional  correspondence,  OSD  correspon¬ 
dence  and  Chief  of  StMf,  United  States  Air  Force  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F12001  IGQ  A 
System  name:  Inspector  General  Records 

System  location:  Office  of  the  Inspectors  General 

At  Headquarters  United  States  Air  Force,  Washington  DC  20330. 
Official  mailing  addresses  are  contained  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force  systems  notice. 

Categories  of  individuals  covered  by  the  system:  AO  those  who 
have  registered  a  complaint  or  query  with  the  Inspector  General  or 
Base  Inspector  on  matters  related  to  the  Department  of  the  Air 
Force. 

Categories  of  records  in  the  system:  Forms,  letters,  messages,  re¬ 
ports,  surveys,  photographs,  medical,  finance,  personnel,  adminis¬ 
trative  and  techmeal  reports,  and  witness  statements.  Some  records 
classified. 

Authority  tor  maintenance  of  the  system:  44  USC  3101,  10  USC 
8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  pnrpooes  of  such  uses:  Purpose  of  the  collection 
of  information  is  to  insure  just,  thorough,  and  timely  resolution  and 
response  to  complaints  or  queries,  and  a  means  of  improving 
morale,  welfare,  and  efficiency  of  organizations,  units,  and  person¬ 
nel  by  providing  an  outlet  for  redress.  Used  by  the  Inspectors 
Gene^  and  Base  Inspector  in  the  resolution  of  complaints  and' 
response  to  queries  involving  matters  concerning  the  Department  of 
the  Air  Force  and  in  some  instances  the  Department  of  Defense. 
Used  by  the  correction  board  for  correction  of  records.  Used  by 
members  of  Congress  and  their  staffs  to  conduct  research  and 
prepare  replies  in  response  to  constituent  inquiries.  Used  by  com¬ 
manders  and  their  staffs  to  resolve  issues,  take  action  and  provide 
information  where  applicable.  Used  by  the  General  Accounting  Of¬ 
fice  and  its  officers  and  employees  to  conduct  audits  and  other 
statutory  functions.  Used  by  those  who  request  information 
releasable  as  a  summary,  statement  of  facts,  or  reply  to  query  con¬ 
sidered  not  exempt.  In  these  cases  requestor  should  apply  to  office 
where  complaint  or  query  was  filed.  ’ 

Polkles  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 
and  year  and  office  where  complaint  was  filed. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

-  Records  are  controUed  by  personnel  screening. 
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PRIVACY  ACT  ISSUANCES 


Rcteatioa  Md  <Uiporal:  Retained  in  office  files  for  two  years  after 
annual  cut-off.  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managcr(s)  and  addrem:  The  Inspector  General, 
Headquarters  United  States  An  Force,  Washington  DC  20330. 

NotMcatloa  pmccdarc:  See  Exemption 

Record  access  procednres:  See  Exemption 

Coatestfaig  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soorce  categories:  See  Exemption 

Systems  exempted  from  certain  provUona  el  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2a  (j)  or  (k).  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F12301  02SCEYA 

System  name:  United  States  Air  Force  (USAF)  inspection  Schedul¬ 
ing  System 

System  locatloa:  At  Air  Force  Inspection  and  Safety  Center,  Nor¬ 
ton  Air  Force  Base,  CA  92409. 

Categories  of  iadividuak  covered  by  the  system:  USAF  Inspection 
and  Safety  Center  (AFISC)  personnel 

Categories  of  records  in  the  system:  Name,  rank,  SSAN,  security 
clearance,  speciaUty  code,  duty  and  travel  restrictions,  inspection 
dates/types/locations,  date  of  birth,  office  symbol,  rotation  date, 
title,  address 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  to 
monitor  and  schedule  AFISC  inspection  teams  and  efforts;  publish 
official  travel  orders  for  safety  and  inspection  personnel.  This  is 
trusted  agent  information;  access  is  extremely  limited  and  con¬ 
trolled  when  inspections  are  no-notke  type.  Portions  are  used  to 
publish  periodic  rosters  of  all  personnel  assigned  to  AFISC. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  on  microfiche. 

Retrievability:  Ffled  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properiy 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  safes. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  computer  system  software. 

Reteutioa  and  disposal:  Retained  for  three  years  and  then 
destroyed  by  tearing  into  pieces  or  erasing  tapes/discs 

System  maaagerfs)  aud  address:  Director  of  Programs,  Air  Force 
Inspection  and  Safety  Center.  Norton  AFB,  CA  92409 

NodOcatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coutestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systeau  exempted  from  certain  provisions  of  the  act:  NONE 
F12401  07YLNGA 

System  name:  Badge  and  Credentials 

System  .location:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 


at  Air  Force  Office  of  Special  Investigations  (AFOSI)  District 
Offices. 

Categories  of  ladividBals  covered  by  the  system:  All  accredited 
AFOSI  special  agents. 

Categories  of  records  ia  the  system:  Letters  of  authorization  to 
issue  badge  and  credentials.  Badge  and  credential  receipts.  Badge 
listings.  Badge  and  credential  inspection  reports.  Punch  card  used 
to  prepare  badge  listings. 

-  Aathority  for  maiatCBaace  of  the  system:  44  USC  3101. 

Roadae  ascs  of  records  malatalaed  la  the  system,  iaclodlag  catego- 
riea  of  users  aad  the  pnrpoM  of  such  uses:  To  issue  and  control  the 
badge  and  credentials  assigned  each  AFOSI  special  agent.  Used 
only  by  AFOSI.  To  identify  specifically  to  which  special  agent  each 
badge  and  credentials  is  assigned.  To  provide  for  orderly  five  year 
update  of  credentials.  To  turn  in  badge  and  credentials  whenever 
accredidation  is  terminated. 

Policies  and  practices  for  storing,  retrieving,  accemiag,  retaiaing, 
aad  dispoalag  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

RetiievabilHy:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  (or  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabmets  or  rooms. 

RcteatioB  and  dispoeal:  Receipts  are  maintained  at  district  level 
only  during  assignment  of  accredited  special  agent.  When  badge 
and  credentials  are  turned  in,  records  are  then  destroyed.  At  HQ 
AFOSI  the  receipts  are  retained  for  the  entire  period  badge  and 
credentials  are  issued  to  a  specific  special  agent  and  destroyed 
when  badge  and  credentials  are  returned  to  that  unit.  Badge  listings 
and  punch  cards  are  destroyed  when  superseded. 

System  maBagcr(s)  and  address:  Commander,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coatestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  is  obtained  from  personnel 
records  and  issued  badge. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
\  FI2401  07YLNGB 

System  name:  12401  07YLNGB  Investigative  Applicant  Processing 
Records 

System  *  location:  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314.  Air  Force  Office  of  Special  Investigations 
(AFOSI)  District  Offices,  Detachment  Offices,  and  Resident  Agen¬ 
cies. 

Categories  of  iadlvMnab  covered  by  the  system:  All  AFOSI  per¬ 
sonnel,  aOpcations  and  applicants  for  AFOSI  duty 

Categorlea  of  records  la  the  system:  application  documentation,' 
results  of  the  AFOSI  applicant  inquiry,  and  the  personnel  security 
investigafion  concerning  the  individual. 

Authority  (or  mainteaaacc  of  the  system:  44USC  3101 

Rontiac  uses  of  records  maintained  in  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compiled  to  assist  in  the 
selection  and  retention  of  AFOSI  personnel.  Used  by  the  AFOSI 
Applicant  Review  Board  and  the  Director  of  Personnel  Manage¬ 
ment  to  select  AFOSI  investigative  trainees  and  support  personnel. 
Used  by  the  Commander,  AFOSI  to  reassign  or  retain  AFOSI  per- 
sonneL 

Policies  aad  practices  for  storing,  retrieviag,  accemiag,  retaiaiag, 
and  dkposiBg  of  records  in  t^  system: 
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Storage:  Maintained  in  file  foldera. 

Rctrfcvabilhy:  Filed  by  Name,  Social  Security  Number  (SSN), 
Military  Service  Number,  other  identification  number  syatem 
identifier  and  date  of  birth. 

Safeguarda:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms. 

Retentioa  aud  diapoaal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning.  Files  on  nonselected  personnel  are 
destroyed  when  selection  process  is  terminated.  Destruction  is  by 
pulping  macerating,  or  burning.  Files  at  AFOSI  field  units  are 
destroyed  90  days  after  -  completed  action  is  forwarded  to  HQ 
AFOSI.  Destruction  is  by  pulping,  macerating  or  burning. 

System  maMgerfs)  and  addrem:  Commander,  Air  Force  Office  of 
Special  Investigations.  Washington,  DC  20314 

Nottflcatlou  pracednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Coutesdug  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  financial  institutions,  educational  institutions,  medical  in¬ 
stitutions,  police  and  investigating  officers,  the  bureau  of  motor 
vehicles,  a  state  or  local  government,  an  international  organization, 
a  corporation,  witnesses,  or  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth.  Data  is  extracted  from  individual  m^tary  or 
civilian  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  5  U.S.C.  SS2a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F12404  07YLNGA 

System  name:  Investigative  Support  Records 

System  locatloa:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Air  Force  Office  of  Special  Investigations  (AFOSI)  Field  Units. 

At  Washington  National  Records  Center,  Washington,  DC  20409. 

Categories  of  individuals  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Former  Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Ah’  National  Guard  personnel. 

Retired  Air  Force  military  personnel. 

Union  or  Association  management  personneL 

Contracting  officers  and  representatives. 

Air  Force  Academy  nominees/appUcants. 

Air  Force  Academy  cadets. 

Dependents  of  military  personnel. 

Foreign  Nationals  residing  in  the  United  States. 

American  Red  Cross  personnel. 

Peace  Corps  and  State  Department  personnel. 

Exchange  Officers. 

Other  Department  of  Defense  (DOD)  and  former  DOD  civilian 
and  contractor  employees.  Applicants  for  enhstment  or  appoint¬ 
ment.  Armed  forces  exchange  service  employees. 

Categories  of  records  fas  the  system:  Reports  of  investigation,  col¬ 
lection  reports,  statements  of  individuris,  affidavits,  uorrespon- 
dence,  and  other  documentation  pertaining  to  criminal  coUection 
activities  investigative  surveys,  technical,  forensic,  and  other  in¬ 
vestigative  support  to  criminal  and  counterintelligence  investiga¬ 
tions  to  include  source  control  documentation  and  district  indices. 

Authority  for  maintenance  of  the  system:  44  USC  3101,  10  USC 
8012 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compiled  for  use  by 
AFOSI  and  other  military  commanders  in  directing  and  supporting 
their  criminal  investigative,  law  enforcement,  counterintelligence, 
and  distinguished  visitor  protection  progrws.  Used  to  assist  in 
managing  the  AFOSI  criminal  and  counterintelligence  investigative 
program  at  the  various  USAF  and  US  military  installations  world¬ 
wide.  Furnished  to  USAF  and  other  military  commanders  to  assist 
in  identifying  areas  of  possible  criminality  and  to  assist  in  develop¬ 
ing  and  managing  the  installation  law  enforcement  program.  Used 
to  assist  in  managing  the  AFOSI  source  program.  Used  by  USAF 
and  other  military  commanders  in  managing  installation  crime 
prevention  programs.  Used  by  AFOSI  to  determine  if,  in  fact, 
possible  criminal  activity  requiring  further  specialized  investigation 
is  occurring  in  a  specific  area.  Used  as  a  basis  for  USAF  and  other 
authorized  individuals  to  request  AFOSI  investigations.  Used  by 
USAF  and  other  military  commanders  as  well  as  Department  of 
Justice  officials  to  determine  if  judicial  or  administrative  action  is 
warranted.  Furnished  to  the  Federal  Bureau  of  Investigations  (FBI) 
and  other  federal,  state,  and  local  law  enforcement  agencies  for  use 
in  investigations  for  law  enforcement  purposes.  Used  in  joint  in¬ 
vestigations  by  AFOSI  and  foreign  law  enforcement  agencies.  Used 
by  the  Department  of  Justice  in  htigation  and  to  initiate  action  in 
federal  courts.  Provided  to  the  Office  of  the  Judge  Advocate 
General  for  use  in  litigation.  Furnished  to  the  US  Secret  Service  in 
conjunction  with  protection  of  the  President,  Vice  President,  and 
other  high  ranking  Officials.  Used  to  develop  and  manage  the 
AFOSI  Distinguished  Visitor  Protection  Program.  Used  to  develop 
and  manage  the  AFOSI  Investigative  Survey  Program  for  both  ap¬ 
propriated  and  non-appropriated  fund  activities.  Used  to  record 
technical  investigative  support  provided  to  other  investigative  ac¬ 
tivities.  Used  to  report  forensic  and  polygraph  support  to  other  in¬ 
vestigative  activities.  Used  by  HQ  USAF  activities,  in  promotion, 
reassignment,  and  similar  personnel  actions  for  Air  Force  personnel 
only.  Used  in  immigration  and  naturalization  investigations  con¬ 
ducted  by  the  US  Immigration  and  Naturalization  Service. 
Furnished  to  medical  and  forensic  laboratory  personnel  to  assist  in 
making  laboratory  tests  and  medical  examinations  in  support  of  the 
investigative.  Judicial,  and  administrative  process.  Provided  to  the 
Central  Intelligence  Agency  (CIA),  FBI,  and  other  counterintel- 
ligence/intcDigence  agencies  in  matters  pertaining  to  hostile  intel¬ 
ligence  activities  and  terrorism  directed  against  the  us,  hs  installa¬ 
tions,  personnel,  and  allies.  Provided  to  the  Veterans  Administra¬ 
tion  for  verification  and  settlement  of  individual  claims.  Provided  to 
the  USAF  Board  of  Corrections  for  use  in  correcting  individual 
military  records.  Provided  to  congressional  committees,  their  staff, 
and  the  General  Accounting  Office  for  Congressional  Investiga¬ 
tions.  Used  to  prepare  replies  to  members  of  Congress  for  answer¬ 
ing  constituent  inquiries.  Furnished  to  the  Air  Force  Accounting 
and  Finance  Center  for  use  in  determining  if  individual  pay  adjust¬ 
ments  are  required  as  a  result  of  investigations.  Furnished  for  inclu¬ 
sion  in  investigations  conducted  by  the  Defense  Investigative  Ser¬ 
vice,  US  Civil  Service  Commission  and  other  federal  investigative 
agencies.  Criminal  information  affecting  US  diplomatic  relatioL.s 
with  foreign  nations  is  provided  to  the  Department  of  State  and  US 
embassies  overseas. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  roll  microfilm. 

RetrievabilRy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  recoqd 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 
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PRIVACY  ACT  ISSUANCES 


Retcatloa  sad  dbpanl:  Record  paper  copies  at  HQ  AFOSl  are 
retained  for  five  years  pbced  on  mkrofilm,  and  paper  copies  are 
destroyed  except  for  source  control  documents.  Microfilm  is 
destroyed  after  IS  years.  Destruction  n  by  pulping,  macerating,  or 
burning.  Source  control  documentation  at  HQ  AFOSl  is  destroyed 
after  IS  years.  Destruction  is  by  pulping,  macerating  or  burning.  At 
AFOSl  Field  Units,  documentation  is  destroyed  when  aO  action  is 
completed  or  when  no  longer  needed.  Copies  furnished  USAF  com¬ 
manders  are  destroyed  when  aO  actions  are  completed  and  reported 
to  AFOSl  or  when  they  are  no  longer  needed.  Destruction  is  by 
pulping,  macerating,  or  burning.  At  HQ  AFOSl,  copies  of  recipro¬ 
cal  investigations  conducted  per  request  of  a  local,  state,  or  federal 
investigative  agency  in  the  US  or  host  country  investigative  agency 
overseas  arc  destroyed  after  one  year.  Copies  retained  by  AFOSl 
Field  Units  arc  destroyed  after  90  days.  Destruction  is  by  pulping, 
macerating,  or  burning. 

System  managerfs)  and  address:  Commander,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314 

NotMcation  procedure:  See  Exemption 

Record  access  procedures:  See  Exemption 

Contesting  record  procedures:  The  Air  Force’s  rriles  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  S52a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 
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System  name:  Security  and  Related  Investigative  Records 

System  locatloa:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force's  systems  notice. 

and  at  Air  Force  Office  of  Special  Investigations  (AFOSD  field 
units. 

At  Washington  National  Records  Center,  Washington,  DC  20409. 

Categories  of  Individuals  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Former  Air  Force  civilian  employees. 

Air  Force  Reserve  personnel 

Air  National  Guard  personnel. 

Retired  Air  Force  military  personnel 

Contracting  officers  and  representatives. 

Air  Force  Academy  nominees/applicants. 

Air  Force  Academy  cadets. 

Foreign  Nationals  residing  in  the  United  States. 

American  Red  Cross  personnel. 

Peace  Corps  and  State  Department  personnel. 

Exchange  Officers. 

Armed  Forces  Exchange  Service  employees  and  former  em¬ 
ployees.  Other  Department  of  Defense  civilian  and  contractor  em¬ 
ployees  and  former  employees.  Applicants  for  enlistment  or  USAF 
appointment.  Prospective  alien  spouses  of  military  personnel. 

Categories  of  records  fas  the  system:  Reports  of  investigation, 
statements  of  individuals  affidavits,  correspondence,  and  other 
documentation  pertaining  to  granting,  continuing,  or  denying  in¬ 
dividual  access  to  classified  information  or  to  US  military  installa¬ 
tions. 

Authority  for  maintenance  of  the  system:  Executive  Order  104S0, 
security  requirements  for  government  employment.  44  USC  3101 

Routine  uses  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compiled  for  the  use  of 
military  security  access  granting  authorities  to  grant,  deny,  or  con¬ 
tinue  individual  access  to  classified  material.  Also  compiled  for 
military  commanders  to  use  in  granting  access  to  military  installa¬ 
tions  and  to  use  in  granting  or  denying  enlistment,  appointment,  or 
employment  Since  October  1972  and  the  establishment  of  the 
Defense  Investigative  Service  (DIS),  AFOSl  has  not  conducted 
normal  background  investigations  except  in  certain  overseas  areas 
in  support  of  DIS.  However,  HQ  AFOSl  serves  as  a  repository  for 
those  normal  background  investigations  conducted  prior  to  Octber, 
1972.  AFOSl  conducts  security  investigations  on  personnel  requir¬ 


ing  regular  access  to  US  military  installations,  on  the  prospective 
alien  spouses  of  military  personnel  overseas  and  on  USAF  military 
and  civilian  employees  as  a  result  of  complaints  or  referrals  from 
other  a|encies.  While  these  complaints  may  be  short  of  actual 
criminahty,  they  are  of  security  mterest  to  the  USAF  and  they 
raise  questions  as  to  the  suitability  and  risks  of  permitting  con¬ 
tinued  access  to  classified  material  Furnished  to  DIS,  US  Civil 
Service  Commission,  Federal  Bureau  of  Investigation(FBl),  Central 
Intelligence  Agency(CIA)  ,  and  other  federal  agencies  for  inclusion 
in  background  investigations  for  use  in  granting  access  to  classified 
material.  Furnished  to  the  FBI  and  other  federal  and  military  agen¬ 
cies  for  use  in  investigations  for  law  enforcement  purposes.  Used 
in  immi^tion  and  naturalization  inquiries  conducted  by  the  US 
Immigration  and  Naturalization  Service.  Used  by  Headquarters  US 
Air  Force  activities  in  promotion,  assignment  and  similar  personnel 
actions  for  Air  Force  personnel.  Furnished  to  the  US  Secret  Ser¬ 
vice  in  conjunction  with  the  protection  of  the  President  and  Vice 
President,  and  other  high  ranking  offiClAls.  Furnished  to  USAF 
and  other  military  commanders  for  use  in  granting,  denying,  or  con¬ 
tinuing  access  to  classified  material.  Also  used  by  commanders  in 
related  administrative  actions.  Provided  to  the  Veterans  Administra¬ 
tion  for  verification  and  settlement  of  individual  claims.  Furnished 
to  the  CIA,  FBI,  and  other  US  intelligence/  counterintelligence 
agencies  in  matters  pertaining  to  hostile  intelligence  and  terrorist 
activities  directed  against  the  US,  its  installations,  or  personnel. 
Used  in  conjunction  with  joint  law  enforcement  investigations  con¬ 
ducted  by  AFOSl  and  foreign  law  enforcement  agencies.  Investiga¬ 
tions  regarding  aliens  overseas  are  furnished  to  the  US  Department 
of  State  and  US  embassies  and  consulates  for  use  in  immigration 
anD  employment  actions.  Furnished  to  defense  and  trial  counsels 
for  use  in  judiClAI  and  administrative  actions.  Provided  to  the 
USAF  board  of  corrections  for  use  in  correcting  military  records. 
Provided  to  the  Office  of  the  Judge  Advocate  General  for  use  in 
litigation.  Provided  to  Congressional  committees,  their  staff,  and 
the  general  accounting  office  for  congressional  investigations.  Used 
to  prepare  replies  to  members  of  congress  for  answering  con¬ 
stituent  inquiries.  Furnished  to  the  US  Department  of  Justice  for 
use  in  litigation. 

Pollctea  nud  practices  for  stoiiag,  retrieving,  accessing,  retaining, 
and  dispoalag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  roO  microfilm. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Records  are  controlled  by  personnel  screening. 

RcteatloB  and  disposal:  Record  paper  copy  at  HQ  AFOSl  is 
placed  on  roO  microfilm  after  five  years  and  the  microfilm  is 
destroyed  IS  years  after  date  of  last  action.  FQes  pertaining  to  in¬ 
dividuals  who  do  not  become  affiliated  with  DoD  are  destroyed  one 
year  after  notification  that  affiliation  was  not  completed.  Destruc¬ 
tion  is  by  pulping,  macerating,  or  burning.  Copies  at  AFOSl  field 
units  are  destroyed  after  90  days  except  for  record  copies  of 
premarital  invest^ations  which  are  retained  for  one  year  unless  the 
marriage  takes  place.  If  marriage  occurs,  record  copy  is  forwarded 
to  HQ  AFOSl  where  they  are  retained  for  five  years  and  then 
destroyed.  Destruction  is  by  pulping,  macerating,  or  burning.  Co¬ 
pies  furnished  military  commanders  are  destroyed  90  days  after  all 
action  is  completed.  Destruction  is  by  pulping,  macerating,  or  burn¬ 
ing.  Record  copies  of  investigations  conducted  in  support  of  DIS 
and  other  federal  agencies  are  furnished  to  the  supported  agency 
and  AFOSlI  file  copy  is  destroyed  by  the  AFOSl  unit  after  90  days. 
Destruction  is  by  pulping,  macerating  or  burning. 

Systeas  managcr(>)  tmd  addrem:  Commander,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314 

NotIfIcatloB  procedure:  See  Exemption 

Record  access  procedures:  See  Exemption 
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CoatesUag  record  procedarn:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soarce  categories:  See  Exemption 

Systems  exempted  from  certala  provlrioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  S52a  (j)  or  (k).  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 
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System  aame:  Counterintelligence  Operations  and  Collection 
Records 

System  locatloa:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  inchiding  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Air  Force  Office  of  Special  Investigations  (AFOSI)  field  units. 

At  Washington  National  Records  Center,  Washington,  DC  20409. 

Categories  of  tedlvldnab  covered  by  the  system:  All  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Former  Air  Force  civilian  employees. 

Air  Force  Reserve  personheL 

Air  National  Guard  personnel. 

Retired  Air  Force  military  personnel. 

Union  or  Association  management  personnel. 

Contracting  officers  and  representatives. 

Air  Force  Academy  nominees/applicants. 

Air  Force  Academy  cadets. 

Dependents  of  military  personnel. 

Foreign  Nationals  residing  in  the  United  States. 

American  Red  Cross  personnel. 

Peace  Corps  and  State  Department  personnel. 

Exchange  Officers. 

Other  Department  of  Defense  (DoD)  and  former  DoD  civilian 
and  contractor  employees.  Applicants  for  enlistment  or  appoint¬ 
ment.  Armed  Forces  Exchange  Service  personnel  and  former  em¬ 
ployees. 

Categories  of  records  fas  the  system:  Reports  of  investigation,  col¬ 
lection  reports,  statements  of  individuals,  affidavits,  correspon¬ 
dence,  and  other  documentation  pertaining  to  investigative  ehort 
spent  in  identifying  and  countering  foreign  intelligence  and  terrorist 
tl^at  to  the  United  States  and  the  US  military.  This  includes  ac¬ 
tivities  and  suspected  activities  intended  to  convince  US  military 
and  others  to  i&gaDy  engage  in  such  activities.  Also  includes  in¬ 
dicators  of  foreign  miUtary  and  political  actions  directed  against  the 
United  States,  its  installations,  personnel,  and  allies. 

Authority  for  mahstenance  of  the  system:  44  USC  3101 

Routiac  uses  of  records  mahitalncd  la  the  system,  iacludiag  catego¬ 
ries  of  asers  aad  the  pnrpoees  of  sach  axes:  Compiled  for  use  in 
determining  the  hostile  threat  against  the  United  States,  its  allies, 
their  military  and  government  Used  by  USAF,  other  military  com¬ 
manders,  representatives  of  the  US  Department  of  State,  the  Cen¬ 
tral  Intelligence  Agency  (CIA),  the  staff  of  the  National  Security 
Council,  and  the  Executive  Branch.  Used  by  civilian  authorities  in 
assessing  the  threat  against  the  US,  its  installations,  and  personnel 
as  wen  as  its  allies.  Used  by  USAF,  other  military  commanders, 
and  other  responsible  authorities  in  taking  actions  to  counter  these 
threats.  Used  by  USAF  Commanders  to  initiate  other  investigative, 
judicial,  or  administrative  actions  when  appropriate.  Furnished  to 
the  CIA,  FBI,  and  other  intelUgence/counterintelligence  agencies 
for  use  in  matters  pertaining  to  hostile  intelligence  and  terrorist  ac¬ 
tivities  directed  against  the  US  or  its  allies,  their  installations,  or 
personnel.  Furnished  to  the  Department  of  Justice  for  use  in  litiga¬ 
tion  and  in  the  initiation  of  action  against  individuals  in  Federal 
courts.  Furnished  to  the  Office  of  the  Judge  Advocate  General  for 
use  ip  litigation.  Used  in  conjunction  with  other  law  enforcement 
investigations  conducted  by  AFOSI,  the  FBI,  and  other  Federal, 
state,  and  local  law  enforcement  agencies.  Used  in  immigration  and 
naturalization  inquiries  conducted  by  the  US  Immigration  and 
Naturalization  Service.  Used  by  appropriate  Medical  and  Forensic 
Laboratory  personnel  to  assist  in  making  laboratory  tests  and  medi¬ 
cal  examinations  in  support  of  the  investigative,  judicial,  and  ad¬ 
ministrative  process.  Furnished  to  Defense  and  Trial  Counsels  for 
use  in  judkU  and  administrative  actions.  Used  by  HQ  USAF  ac¬ 
tivities  in  promotion,  reassignment,  and  similar  personnel  actions. 


Provided  to  the  US  Secret  Service  for  use  in  conjunction  with  pro¬ 
tecting  the  President,  Vice  President,  and  other  high  ranking  offi¬ 
ciate.  Used  in  conjunction  with  Joint  Counterintelligence  Operations 
conducted  by  AFOSI  and  other  intcUigence/counterintelligence  ser¬ 
vices.  Provided  to  the  USAF  Board  of  Corrections  for  use  in  cor¬ 
recting  individual  military  records.  Provided  to  Congressional  com¬ 
mittees,  their  staffs,  and  the  General  Accounting  Office  for  use  m 
Congressional  investigations.  Used  to  prepue  replies  to  members 
of  Congress  for  answering  constituent  inquiries.  Furnished  for  use 
by  the  Defense  Investigative  Service,  FBI,  CIA,  US  Civil  Service 
Commission,  and  other  Federal  investigative  agencies  for  use  in  in¬ 
vestigations  conducted  relative  to  granting  individuals  access  to 
classified  material  or  to  US  military  installations.  Information  con¬ 
cerning  hijacking  or  suspected  hijacking  of  aircraft  is  furnished  to 
the  Federal  Aviation  Agency. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Maintained  on  roll  microfilm. 

RetrievabilHy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier.  . 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  visitor  registers. 

Retention  and  disposal:  At  HQ  AFOSI,  record  paper  copies  of 
Counterintelligence  Operations  dsaterial  is  placed  on  roll  microfilm 
after  five  years  and  the  paper  copy  is  then  destroyed.  The 
microfilm  is  retained  for  20  years  and  then  destroyed.  Destruction 
is  by  pulping,  macerating,  or  burning.  At  AFOSI  Field  Units,  co¬ 
pies  of  Counterintelligence  Operations  Reports  are  destroyed  one 
year  after  HQ  AFOSI  is  notified  of  final  Command  action  or  when 
no  longer  required,  whichever  is  sooner.  Destruction  is  by  pulping, 
macerating,  or  burning.  Copies  of  Counterintelligence  Operations 
Reports  furnished  USAF  Commanders  are  destroyed  after  AFOSI 
is  notified  of  final  action  in  the  matter  or  when  they  are  no  longer 
required.  Destruction  is  by  pulping,  macerating,  or  burning.  At  HQ 
AFOSI,  record  paper  copies  of  Collection  Reports  are  placed  on 
microfilm  and  the  paper  copy  destroyed  after  one  year.  Microfilm 
copies  are  destroyed  after  six  years.  Destruction  is  by  pulping, 
macerating,  or  burning.  At  AFOSI  Field  Units,  copies  of  Collection 
Reports  are  destroyed  when  no  longer  needed.  Destruction  is  by 
pulping,  macerating  or  burning.  Copies  of  Collection  Reports 
furnished  USAF  Commanders  are  destroyed  when  no  longer 
needed. 

System  managcr(s)  aad  address:  Commander,  Air  Force  Office  of 
Special  Investigations,  Washington,  DC  20314 

Notificatian  procedure:  See  Exemption 

Record  access  procedures:  See  Exemption 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provbioas  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  332a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 

F12410  07YLNGA 
System  name:  Criminal  Records 

System  locatloa:  At  Air  Force  Office  of  Special  Investigations, 
Washington  DC  20314. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  inchiding  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 
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PRIVACY  ACT  ISSUANCES 


Air  Force  Office  of  Special  loveiUgations  (AFOSI)  districU. 
Afoti  detachments. 

At  Washintton  National  Records  Center,  Washington,  DC  20409. 

At  Washington  National  Records  Center,  Washington,  DC  20409. 

Categories  ol  Indhrldnab  coecrcd  ky  the  system:  AU  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Former  Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel. 

Retired  Air  Force  military  personnel. 

Contracting  officers  and  representatives. 

Air  Force  Academy  cadets. 

Dependents  of  military  personnel. 

Foreign  Nationals  residing  in  the  United  States. 

American  Red  Cross  personnel. 

Peace  Corps  and  State  Depaitment  personnel. 

Exchange  Officers. 

Department  of  Defense  (dod)  contractor  and  armed  forces 
exchange  service  employees  and  former  employees.  Other  DoD 
civilian  employees  and  former  employees. 

Categories  of  records  iu  the  system:  Reports  of  investigation, 
statements  of  individuals  affidavits,  correspondence,  and  other  in¬ 
formational  material  pertaining  to  specific  investigations  of  alleged 
violations  of  laws,  regulations,  or  directives. 

Authority  for  malntcnaacc  of  the  ayatem:  44  USC  3101 

Rootluc  usea  af  records  mafutained  in  the  system,  including  catego* 
tics  of  nscra  and  the  pnrpoaea  of  anch  naca:  Compiled  for  use  by 
USAF  and  other  military  commanders  and  the  US  Department  of 
Justice  in  taking  judicial  and  administrative  actions  involving 
suspected  criminal  activity  concerning  dod  personnel,  property,  and 
procurement/disposal  activities.  Used  by  USAF  and  other  military 
commanders  to  determine  if  legal  or  administrative  action  is  war¬ 
ranted.  Used  by  the  department  of  justice  to  initiate  judicial  action 
in  federal  courts  and  for  litigation.  Used  in  conjunction  with  in¬ 
vestigations  conducted  for  law  enforcement  purposes  by  other  mili¬ 
tary,  federal,  state,  and  local  law  enforcement  agencies.  Used  in 
conjunction  with  joint  law  enforcement  investigations  conducted  by 
AFOSI  and  foreign  law  enforcement  agencies.  Provided  to  the  Cen¬ 
tral  Intelligence  Agency  (CIA),  the  Federal  Bureau  of  Investigation 
(FBD,  and  other  counterinteOi^iice/intelligence  agencies  in  matters 
pertaining  to  hostile  intelligence  and  terrorist  activities  directed 
against  the  US,  its  installations,  or  personnel.  Used  in  immigration 
and  naturalization  inquiries  conducts  by  the  US  Immigration  and 
Naturalization  Service.  Furnished  to  appropriate  medical  and  foren¬ 
sic  laboratory  personnel  to  assist  in  mal^g  laboratory  tests  and 
medical  examinations  conducted  in  support  of  the  investigative  ju¬ 
dicial,  and  administrative  process.  Furnished  to  defense  and  trial 
counsels  for  use  in  judicial  and  administrative  actions.  Used  by  HQ 
USAF  activities  in  promotion,  reassignment,  and  similar  personnel 
actions  for  Air  Force  personnel  only.  Provided  to  the  US  Secret 
Service  in  conjunction  with  the  protection  of  the  President,  Vice 
President,  and  other  designated  high  ranking  officials.  Provided  to 
the  veterans  administration  for  verification  and  settlement  of  in¬ 
dividual  claims.  Provided  to  the  USAF  board  of  corrections  for  use 
in  correcting  individual  military  records.  Provided  to  the  office  of 
the  judge  advocate  general  for  use  in  litigation.  Provided  to  con¬ 
gressional  committees,  their  staff,  and  the  General  Accounting  Of- 
fee  for  congressional  investigations.  Used  to  prepare  replies  to 
OMmbers  of  Congress  to  answer  constituent  inquiries.  Furnished  to 
the  USAF  accounting  and  finance  center  for  use  in  determinmg  if 
individual  pay  adjustments  are  required  as  a  result  of  investiga¬ 
tions.  Furnished  for  use  in  investigations  conducted  by  the  Defense 
Investigative  Service,  US  Civfl  Service  Commission  and  other 
federal  investigative  agencies  for  use  in  granting  access  to  classified 
information.  Criminal  information  affecting  US  (idiomatic  relations 
with  foreign  nations  is  provided  to  the  department  of  state  and  us 
embassies  overseas. 

PoUefes  and  practices  for  storiug,  rctrIcviBg,  accessing,  retaining, 
and  dlepoaing  of  records  hi  the  system: 

■  Storage:  Maintained  in  file  folders. 

Maintained  on  roB  microfilm. 

Rctrfevabilky:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Milita^  Service  Number. 

RIed  by  other  identification  number  or  system  identifier. 

Filed  by  date  of  birth. 


Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoo(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  aeed-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  stored  in  vaults. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 

Retention  and  disposal:  At  HQ  AFOSI,  records  regarding 
suspected  espionage  and  sabotage  are  retained  for  23  years.  AU 
'other  files  are  retained  for  13  years.  All  files  are  plac^  on  roU 
microfflm  after  3  years  and  the  record  paper  copies  are  destroyed. 
Destruction  of  paper  copies  and  microfilm  is  by  pulping,  macerat¬ 
ing,  or  burning.  At  AFOSI  districts,  aO  files  are  destroyed  one  year 
after  action  is  reported  to  HQ  AFOSI.  Destruction  n  by  pulping, 
macerating,  or  burning.  At  AFOSI  detachments,  files  are  destroyed 
when  command  action  is  reported  to  district.  Files  are  destroyed  by 
pulping,  macerating,  or  burning.  AU  copies  furnished  USAF  com¬ 
manders  are  destroyed  when  aU  command  action  is  completed  and 
reported  to  appropriate  higher  Headquarters  and  AFOSI.  Destruc¬ 
tion  is  by  pulping,  macerating,  or  burning. 

System  managerfs)  and  address:  Conhnaoder,  Air  Force  Office  of 
Special  Investigations  Washington,  DC  20314 

Notificatloa  procedure:  See  Exemption 

Record  access  procedures:  See  Exemption 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provisions  of  the  act:  Parts  of  this 
system  may  be  exempt  under  3  U.S.C.  332a  (j)  or  (k),  as  applicable. 
For  additioinal  information,  contact  the  Systems  Manager. 

ri2501  ASPP 

System  name:  Firearms  Authorization  and  Safety  Records 

System  lecatian:  Kept  by  the  Chief  of  Security  Police  at  each  Air 
Force  or  military  installatioo  where  Air  Force  personnel  (including 
civflians)  are  or  may  be  armed  in  performance  of  their  duties.  Some 
portions  of  this  system  nuy  be  kept  in  individual  training  records, 
employment  records,  firearm  issue  points,  or  by  the  individuals 
authorized  to  bear  arms.  Official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  Directory  in  the  appendix  to  the  Air  Forces’ 
system  notice. 

Categortes  of  individnals  covered  by  the  tyteem:  AU  Air  Force  ac¬ 
tive  duty  military  personnel  Air  Force  civilian  employees.  Air 
Force  Reserve  personnel  Air  National  Guard  personnel.  Who  are 
authorized  to  bw  firearms  in  performance  of  duties  and  personnel 
who  store  firearms  in  Air  Force  armories. 

Categirtsi  of  rocords  te  the  system:  Documentation  of  authority 
for  the  civilian  employee  to  bear  firearms  on  an  Air  Force  installa¬ 
tion  and  contains  personal  identification  data  and  documentation  of 
authorization  to  bear  firearms.  Also  includes  a  record  of  un¬ 
derstanding  and  certification  of  same  by  individual  regarding  the 
constraints  on  the  application  of  deadly  force  and  the  weapons 
safety  requkements  ^t  must  be  adher^  to  by  aU  personnel  who 
bear  firearms  in  the  performance  of  duties.  May  include  a  single 
letter  file  of  names  of  individuals  who  cannot  be  issued  firearms. 

Authority  lor  maintenance  of  the  system:  Title  44  USC  3101  and 
Title  10  USC  8012 

Routine  uses  of  records  maintdtecd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  soch  ones:  Purpose  is  to  provide 
certification  of  an  individual’s  understanding  of  the  constraints  re¬ 
garding  the  application  of  deadly  force  a^  the  weapons  safety 
requirements  that  must  be  adhered  to  by  anyone  who.  bears 
firearms  in  the  performance  of  duties.  Used  by  security  pobcc  and 
commanders  as  evidence  that  the  individual  has  certified  his 
knowledge  of  constraint  on  the  application  of  deadly  force  and 
necessary  firearms  safety  requireraents.  May  also  be  used  to  deny 
nsue  of  firearms  to  unauthorized  personnel.  A  part  of  this  system 
n  used  by  the  Air  Force  to  authorize  civdian  employees  to  bear 
firearms  on  Air  Force  instaBatioas.  Copies  could  be  given  to  other 
hw  enforcement  agencies.  Purpose  of  the  system  is  to  identify 
civflian  employees  who  can  legally  bear  firearms  on  Air  Force  in- 
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•tallationt.  Any  individual  record  or  part  thereof  can  be  transferred 
to  any  component  of  the  Department  of  Defense. 

Policies  and  practices  for  storiat.  rctrlevla(,  acceaaint,  retaining, 
and  dispoolng  of  records  in  the  system: 

Storage:  Maintained  in  file  folders.  Posted  on  bulletin  boards  to 
be  seen  by  personnel  issuing  firearms. 

Retilevabiilty:  Filed  by  Name.  Filed  by  Social  Security  Account 
Number  (SSAN). 

Safegnards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  arc  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  May  be  retained  in  office  files  for  two 
years  after  annual  cutoff,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managcr<s)  and  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force.  At  decentralized  locations: 
Chief  of  Civilian  Personnel  or  Chief  of  Security  Police  at  the  ap¬ 
propriate  installation. 

Nodfkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Civilian  Personnel  Manager  at  any 
Air  Force  installation.  When  requesting  information,  the  requestor 
should  include  fuO  name,  and  some  proof  of  identity  such  as  date 
of  birth.  During  a  visit,  identity  must  be  proven  by  means  of  a  valid 
drivers  license  or  identification  card. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Contesting  rscoid  pro^nres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  asnrcs  categoiieo:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  paneb,  auditors,  and  so  forth.  Employees 
(military  and  civilian)  Personnel  Records. 

Systems  exempted  from  certain  provWons  of  the  act:  NONE 
ri2S01  SPO  D 

System  name:  Provisional  Pass 

SystM  location:  Maintained  by  the  Chief  of  Security  Police  at 
those  instaUations  where  the  pass  was  issued  to  the  in^vidual,  as 
weB  as  the  unit  commander  at  the  members  final  destination.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  Air  Force’s  system  notice. 

Categories  of  Individuab  covered  by  the  system:  Thb  fonn  u  b- 
sued  to  any  enbsted  member  of  the  Armed  Forces  when  debys 
might  result  in  failure  to  report  to  proper  station  within  the  time 
limit  specified  in  orders  or  pass;  or  when  a  pass  has  expired  or  the 
individual  does  not  have  a  pass  or  leave  orders. 

Categorba  of  records  In  the  system:  A  written  pass  provided  to 
the  member  to  enabk  him  or  her  to  travel  legidly  without  any 
restriction;  contains  name,  rank,  SSAN  of  member  as  weD  as  his 
unit.  He  signs  the  back  side  of  the  pass  as  acknowtedgement. 

Anthorlty  (or  maintenaacc  of  the  system:  Title  44USC,  3101  and 
Title  IDUSC  8012 

Routlac  uses  of  records  mahstained  In  the  system,  including  categ^ 
rka  of  users  and  the  parpoeca  of  such  nace:  I^rpose  of  the  record  U 
to  document  the  provbionary  travel  of  a  member  who  b  without  a 
regular  pass  or  orders  are  not  avaibble.  Use  of  the  record  by 
security  police  to  notify  the  members  commander  that  he  b 
traveUing  to  a  specific  destination;  potential  use  for  follow-up  on 
individuab  travelling  without  regtibr  passes  or  leave  orders  in  the 
event  the  member  does  not  arrive  at  hb  final  destination  within 
specified  time  limit-  The  original  copy  b  given  to  the  individual,  the 
duplicate  copy  b  forwarded  at  the  individuab  unit  commander,  and 
the  triplicate  copy  b  maintained  at  the  issuing  Chwf  of  Security  Po¬ 
lice’s  office. 

Pollctes  and  practices  fur  storing,  rctrlevlag,  acccasiag,  retaining, 
and  disposing  of  records  hs  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  in  card  fOes. 

Retrlevability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 


Safegnards:  Records  are  accessed  by  persoo(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  The  original  and  duplicate  copbs  are 
retained  for  90  days  after  date  of  bsue  and  then.destroyed  by  tear¬ 
ing  into  pbces,  shredding,macerating,puIping,or  burning.  The  mem¬ 
bers  copy  b  Ibewise  destroyed  when  the  member  reports  to  final 
destination. 

System  maaagcr(s)  and  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Ab  Force. 

The  Chbf  of  Security  at  the  bsuing  instaUation  or  the  unit  com¬ 
mander  at  the  members  final  destination 

Chbf  of  Security  PoUce,  Headquarters  United  States  Ab  Force. 

Nodflcatloa  procedure:  Individual  requests  should  be  addressed  to 
the  Chbf  of  Security  Police  at  the  bsuing  instaUation  or  the  unit 
commander  at  the  members  final  destination.  Visitors  making 
requests  must  provide  proof  of  identity  (e.g.,  identification  card,  or 
drivers  license). 

Record  aceem  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  dbectory  in  the  appendix  to  the  Ab  Force’s 
systems  notice. 

Individual  can  obtain  assbtance  in  gaining  access  from  the 
Systems  Manager. 

Contesting  record  procedures:  The  Ab  Force’s  rubs  for  access  to 
records  and  for  contesting  and  appealing  initbl  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  officers. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Ab  Force  by  boards,  committees,  paneb, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE  . 

F12501  SPO  E 

System  name:  Regbtration  Records  (Excluding  Private  Vehicb 
Records) 

System  location:  Kept  by  the  Chbf  of  Security  Police  at  the  in¬ 
stallation  where  an  individual  regbters  personal  property.  Official 
mailing  addresses  are  in  the  Department  of  Defense  Dbectory  in 
the  appendix  to  the  Ab  Forces’  system  notice. 

Categories  of  indhrMnab  covered  by  the  system:  Persons  who  re¬ 
gister  firearms,  pets,  certain  types  of  personal  property,  bkyebs, 
etc. 

Categories  of  records  in  the  system:  Includes  the  registration 
forms  for  each  particular  item  regbtered  with  the  security  police 
activity. 

Authority  (or  maintenance  of  the  system:  Titb  10  USC  8012,  Titb 
44  USC  3101. 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  record  informa¬ 
tion  on  make,  model,  type,  kind,  etc.,  of  property.  Information  b 
necessary  for  identifying  tost  or  stobn  property  and  to  insure 
proper  control  of  privately  owned  firearms  maintained  on  an  Ab 
Force  instaUation.  The  firearm  regbtration  form  b  also  used  to 
maintain  accountability  (togging  weapons  in/out)  of  those  privately 
owned  firearms  stor^  in  government  fbearm  storage  facflbbs. 
Routine  use  could  include  disclosure  to  bw  enforcement  or  in¬ 
vestigatory  authorities  for  investigation  and  possibb  criminal 
prosecution  or  civil  court  action.  Any  individual  record  or  part 
thereof  can  be  transferred  to  any  component  of  the  Department  of 
Defense  and  the  Department  of  Justice. 

Polkbs  and  practices  lor  storing,  retrbvbg,  accessfaig,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  fOe  folders., 

Maintained  in  card  fOes. 

Rctrbvability:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsibb  for 
servbing  the  record  system  in  performance  of  theb  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  property 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  ffle  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 
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Rctratloa  dtspoMl:  Records  are  kept  a  tlw  Office  of  the 
Chief  of  Security  Pobcc  for  one  year  after  departure  of  owner  and 
then  destroyed  by  tearing  into  pieces. 

Syslea  aanagerfs)  and  addrsa:  Chief  of  Security  Police. 
Headquarters  UnHed  States  Air  Force. 

Installation  Chief  of  Security  Police. 

NadfkaHMi  procedure:  The  appropriate  installation  Chief  of 
Security  Police  should  be  contact^  for  information.  When 
requesting  information  in  writing,  individual  should  include  fuU 
name,  social  security  account  number,  military  status,  and  home 
address.  During  a  personal  visit,  individual  wS  be  required  to 
produce  mihUry  ID.  if  applicable,  a  valid  drivers  bcense,  or  other 
appropriate  proof  of  identity. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contact  the  Chief  of  Security  Police  at  the  appropriate  instaUa- 
boo. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Information  obtained  from  individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F1Z501  SPO  F 

System  name:  Notification  Letters  to  Persons  Barred  From  Entry  to 
Air  Force  Installations 

System  location:  Kept  by  Chief  of  Security  Police  at  the  instaOa- 
tion  where  an  individual  is  barred  entry.  Official  mading  addresses 
are  in  the  Department  of  Defense  directory  in  the  appendix  to  the 
Air  Forces’  system  notice. 

Cateforks  of  Mlvldnals  covered  by  the  system:  Persons 

prohibited  from  entering  US  military  installations  for  cause. 

Categories  of  records  in  the  systM:  A  copy  of  the  letter  to  the  in¬ 
dividual  which  informs  him  of  being  barred  from  entry  to  the  par¬ 
ticular  installation. 

AnthorRy  far  mahHensnce  of  the  system:  Title  10  USC  8012.  Title 
44  USC  3101. 

Routine  uses  of  records  maintained  In  the  system,  including  categn- 
rtes  of  naets  and  the  pnrpaam  of  anch  nscs:  I^rpose  of  record  is  for 
maintaining  a  list  of  personnel  who  have  been  barred  from  entry  to 
the  installation.  (If  an  individual's  name  is  on  the  list,  the  person 
would  be  denied  entry  to  the  instaOation).  Routine  use  could  in- 
chide  disclosure  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution  or  civil  court  action. 
Any  individual  record  can  be  tran^erred  to  any  component  of  the 
Department  of  Defense  and  to  The  Staff  Judge  Advocate. 

Policies  and  practicca  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  file  binders/cabinets. 

RetrievablHty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible'  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Retention  and  disposal:  Retained  for  three  years  after  removal 
from  barred  list;  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating  or  burning. 

System  manages)  and  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Installation  Chief  of  Security  Police. 

Notificatloa  procednre:  The  appropriate  installation  Chief  of 
Security  Police  should  be  contacted  for  information.  When 
requesting  information,  individual  should  include  fuO  name,  social 
security  account  number,  and  home  address.  During  a  personal  visit 
individual  will  be  required  to  produce  a  valid  driver’s  license  or 
other  appropriate  proof  of  identity. 


Record  aceem  precednrss:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s  ! 

systems  notice. 

Contact  the  Chief  of  Security  Police  at  the  appropriate  installa- 

tson. 

Centesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determmations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 

Manager. 

Record  source  categorfm:  Information  obtained  from  pohcc  and 
investigating  officers.  f 

Systems  exempted  from  esrtain  proriatons  of  the  act:  NONE  j 

F12501  SPO  G  ! 

System  name:  Complaint/lncident  Reports  ^ 

System  location:  Kept  by  the  Chief  of  Security  Police  at  the  in¬ 
stallation  where  an  individual  becomes  involved  in  an  incident  or  : 

complaint,  and  by  the  Chief  of  Security'  Police  at  the  installation  | 

where  an  individual  is  assigned  if  the  incident  occurs  at  a  different  | 

location.  Information  copies  of  a  report  are  kept  at  the  individual's 
organization  to  which  tbclhe  is  assigned  duty  and  other  organiza¬ 
tions  which  have  an  interest  in  a  particular  incident.  Official  mailing 
addresses  are  in  the  Department  of  Defense  Directory  in  the  appen¬ 
dix  to  the  Air  Forces’  system  notice. 

Categories  of  individnals  covered  by  the  system:  Persons  who 
become  involved  in  complaints  or  incidents  on  Air  Force  installa¬ 
tions  or  Air  Force  active  duty  personnel  who  become  involved  in 
incidents  regardless  of  the  location. 

Categories  of  records  In  the  system:  Includes  the  incident  or  com- 
plwt  report,  statements  by  the  subject  or  witness,  information  on 
seized  or  acquired  property,  if  applicable,  copies  of  forms  referring 
cases  to  other  agencies  for  final  disposition,  and  other  forms  or  re¬ 
ports  required  to  complete  basic  report  Also  includes  an  individual 
incident  reference  record. 

Authority  lor  mainteaaacc  of  the  system:  Title  10  USC  8012,  Title 
44  USC  3101. 

Routine  nsm  of  records  maintalacd  hs  the  system,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  record  informa¬ 
tion  on  individual  involvement  in  incidents  or  criminal  activity.  Re¬ 
ports  are  used  to  provide  information  to  the  appropriate  individual 
within  an  organization  who  insures  coneedve  action  is  taken.  Rou¬ 
tine  use  could  include  disclosure  to  law  enforcement  or  investigato¬ 
ry  authorities  for  investigation  and  possible  criminal  prosecution  or 
civil  court  action.  Any  individual  record  or  part  tl^reof  can  be 
transferred  to  any  component  of  the  Department  of  Defense,  the 
Department  of  Justice,  and  The  Staff  Judge  Advocate. 

Policies  and  practices  lor  storing,  retrieving,  acceming,  rctainiag, 
and  diaposlng  of  records  In  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  fOes. 

Rctelcvability:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Saleguarda:  Records  are  accessed  by  personfs)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  contamers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctenttoa  and  dlspoaal:  The  individual  incident  record  is  retained 
in  the  office  of  the  Chief  of  Security  Police  and  destroyed  three 
years  after  close  of  year  in  which  last  entry  was  made.  Destroyed 
by  tearing  into  pieces.  Incident  and  complaint  reports  and  parts 
thereto  are  retained  in  oHke  fOes  for  one  year  after  annual  cutoff, 
transferred  to  a  staging  area  for  two  years,  and  then  destroyed  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning.  In¬ 
formation  copies  at  interested  ^encies  are  destroyed  one  year  after 
annual  cutoff  by  tearing  into  pieces. 

System  maaagcr(s)  and  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Installation  Chief  of  Security  Police. 

Notification  procedure:  The  appropriate  installation  Chief  of 
Security  Police  should  be  contacted  for  information.  When 
requesting  information  in  writing,  individual  should  include  fuQ 
name,  social  security  account  number,  military  status,  home  ad¬ 
dress.  and  the  letter  win  be  notarized.  During  a  personal  viah,  in- 
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dividual  be  required  to  produce  military  ID,  if  applicable,  a  valid 
driven  licenteo  or  other  appropriate  proof  of  identity. 

Record  acccaa  proccdurca:  Individual  can  obtain  asaiatance  in 
gaining  acceaa  from  the  Syatema  Manager. 

Mailing  addreaaea  are  in  the  Department  of  Defenae  directory  in 
the  appendix  to  the  Air  Force’a  ayatema  notice. 

Contact  the  Chief  of  Security  Police  at  the  appropriate  inatalla- 
tion. 

Cenleadng  record  procedorca:  The  Air  Force’a  ruka  for  acceaa  to 
rccorda  and  for  contcating  and  appealing  initial  determinationa  by 
the  individual  concerned  may  be  obtained  from  the  Syatema 
Manager. 

Record  aonree  categorfco;  Information  obtained  from  police  and 
inveatigating  officera. 

Information  obtained  from  witnesaea. 

Information  may  alao  come  from  peraona  regiatering  complainta 
or  from  thoae  who  become  victima  of  a  crime. 

Syatema  exempted  from  certain  provWoaa  of  the  act:  NONE 
rilSOl  SPO  H 

Syatem  name:  Serioua  Incident  Reporta 

Syatem  location:  Kept  by  the  Chief  of  Security  Police  at  an  inatal- 
lation  where  a  crime  or  aerioua  iiKident  occura  or  where  an  Air 
Force  employee  or  dependenta  (active  duty  military  or  civOiana) 
become  involved  in  a  crime  or  aerioua  incident  regardleaa  of  loca¬ 
tion.  Reporta  are  forwarded  through  the  different  levela  of  com¬ 
mand  to  the  appropriate  Major  Command  Headquartera.  Official 
mailing  addreaaea  are  in  the  Department  of  Defenae  directory  in  the 
append  to  the  Air  Forcea’  ayatem  notice. 

Catcgerica  at  ladivldnab  covered  by  the  ayatem:  Peraona  who 
become  involved  in  Crimea  or  aerioua  incidenta  on  Air  Force  inatal- 
lationa  or  Air  Force  peraonnel  and  dependenta  who  become  in¬ 
volved  in  theae  incidenta  regardleaa  of  the  location. 

Catcforiea  el  rocorda  in  the  ayatem:  Inchidea  information  on  the 
particular  incident,  and  identification  of  peraona  involved  to  include 
information  on  final  diapoaition  of  the  crime  or  incident. 

Anthorlty  for  maintenance  of  the  ayatem:  Title  10  USC  8012;  Title 
44  USC  3101 

Routine  naea  of  recorda  maintained  In  the  ayatem,  including  catego- 
rim  of  naera  and  the  pnrpooea  of  auch  uaea:  Uaed  to  report  Crimea  or 
incidenta  which  may  evoke  command  or  congreaaional  intereat  or 
may  reauh  in  unfavorable  publicity  to  the  Air  Force.  Alao  uaed  to 
develop  atatiatica,  ratea,  a^  trenda  of  certain  Crimea. which  occur 
on  Air  Force  inatallationa.  May  be  uaed  to  evaluate  command 
diaciphne  ratea,  peraonnel  quality  control,  and  to  monitor  varioua 
drug  and  alcohol  abuae  programa.  Routine  uae  could  include  diaclo- 
aure  to  law  enforcement  or  inveatigatory  authoritiea  for  inveati^- 
tion  and  poaaible  criminal  proaecution  or  civil  court  action.  Any  in¬ 
dividual  record  or  part  thereof  can  be  tranaferred  to  any  component 
of  the  Department  of  Defenae  and  the  Department  of  Juatice. 

Polklca  and  praetkea  for  atorlng,  rctricvhig,  acccaalttg,  retaining, 
and  diapoalng  of  rccorda  In  the  ayatem: 

Storage:  Maintained  in  file  foMera. 

Maintained  in  card  fdea. 

Retricvablllty:  Filed  by  Name. 

Filed  by  other  identification  number  or  syatem  identifier. 

Safeguarda:  Recorda  are  acceased  by  person(a)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  acceased  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  aad  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  transferred  to  staging  area  for  two  additional  years, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing  or  burning. 

System  managcffs)  and  addrem:  Major  Command  Chief  of  Securi¬ 
ty  Police  and  Installation  Chief  of  Security  Police. 

Notification  procednre:  The  appropriate  installation  or  Major 
Command  Chief  of  Security  Police  stould  be  contacted  for  infor¬ 
mation.  When  requesting  iirformation  in'  writing,  individual  should 
include  fuQ  name,  social  security  account  number,  military  status, 
and  home  address.  During  a  personal  visit,  individual  will  be 
required  to  produce  military  ID,  if  applicable,  a  valid  driver’s 
license  or  other  appropriate  proof  of  identity. 


Record  ncccm  proccdarcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contact  the  Chief  of  Security  Police  at  the  appropriate  installa¬ 
tion  or  the  Chief  of  Security  Police  at  the  appropriate  Major  Com¬ 
mand  Headquartera. 

Coatesthig  record  proccdurca:  The  Air  Force’s  rules  for  access  to 
recorda  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aoorcc  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  police  and  investigating  ofHcers. 

Information  obtained  from  the  public  media. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air 'Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  proviaioas  of  the  act:  NONE 
F12501  SPO  I 

System  name:  Incident  Investigation  Files 

System  location:  Kept  by  the  Chief  of  Security  Police  at  an  instal¬ 
lation  where  a  criminal  act  or  incident  occurs  which  requires  in¬ 
vestigation  by  the  security  police.  Official  mailing  addresses  are  in 
the  Department  of  Defense  Directory  in  the  appendix  to  the  Air 
Forces’  system  notice. 

Categories  of  individuals  covered  by  the  system:  Persons  who 
become  involved  in  criminal  acts  or  incidents  on  an  Air  Force  in¬ 
stallation.  • 

Categories  of  records  in  the  system:  Includes  a  chronology  of  the 
investigation  being  conducted,  data  on  sources  of  information,  in¬ 
formation  on  investigation  techniques,  and  records  concerning  se¬ 
ized  property. 

Anthorlty  for  maintenance  of  the  system:  Title  10  USC  80li,  Title 
44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Used  by  a  security  po¬ 
lice  investigator  to  assist  in  the  investigation  of  a  criminal  act  or  in¬ 
cident.  Routine  use  could  include  disclosure  to  law  enforcement  or 
investigatory  authorities  for  investigation  and  possible  criminal 
prosecution  or  civfl  court  action.  Any  individual  record  or  part 
thereof  can  be  transferred  to  any  component  of  the  Department  of 
Defense  and  the  Department  of  Justice. 

PoUcics  and  practices  for  storing,  retrieviag,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabiUty:  Fded  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentfon  and  dlspoaal:  Incident  and  complaint  investigation  re¬ 
ports  are  retained  in  office  files  for  one  year  after  annual  cutoff, 
transferred  to  a  staging  area  for  two  years,  and  then  destroyed  by 
tearing  into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managcr(s)  aad  address:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Installation  Chief  of  Security  Police. 

'  Notification  procednre:  See  Exemption 

Record  accem  procedures:  See  Exemption 

Contesting  record  proccdarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

*  Record  source  categories:  See  Exemption 

Systems  exempted  from  certain  provMons  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2a  (j)  or  (k),  as  applicable. 
For  additional  information,  contact  the  Systems  Manager. 
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Syalrai  mbc:  Traffic  Accident  and  Violation  Reports 

Systoa  location:  Kept  by  the  Chief  of  Security  Police  at  the  in¬ 
stallation  where  an  individual  becomes  involved  in  a  traffic  viola¬ 
tion  or  accident.  Information  copies  of  traffic  accident  reports  are 
kept  at  the  Ground  Safety.  Staff  Judge  Advocate,  and  Transporta¬ 
tion  offices  (when  a  government  vehicle  is  involved).  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  Directory  in  the  ap¬ 
pendix  to  the  Air  Forces'  system  notice. 

Categories  of  Indivldaals  covered  by  the  system:  Persons  who 
become  involved  in  traffic  violations  or  accidents  on  an  Air  Force 
installation. 

Categories  of  records  In  the  system:  Includes  the  traffic  accident 
investigation  report,  statement  of  witnesses,  alcohol  influence  re¬ 
ports,  and  reports  of  traffic  violations  to  include  notices  or  sum¬ 
mons. 

Anthofity  for  maintenance  of  the  system:  Title  10  USC  8012,  Title 
44  USC  3101. 

Routine  naes  of  records  maintained  In  the  system,  Including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses;  Used  to  record  informa¬ 
tion  on  traffic  accidents  and  violations.  Reports  are  forwarded  to 
the  appropriate  mdividual  within  an  organization  who  insures  cor¬ 
rective  action  is  taken,  or  to  US  Magistrate  as  applicable.  Routine 
use  could  include  disclosure  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  statistical  use.  Any  individual  record  or  part 
thereof  can  be  transferred  to  any  component  of  the  Department  of 
Defense  or  to  The  Staff  Judge  Advocate.  Additionally,  accident  re¬ 
ports  may  be  provided  to  private  attorneys,  representatives  of  in¬ 
surance  companies  and  private  citizens. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Retrievabillty:  Filed  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  personfs)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  moms. 

Retention  and  disposal:  Retained  for  one  year  after  end  of  year  in 
which  the  case  was  closed,  transferred  to  a  staging  area  for  one  ad¬ 
ditional  year,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating, or  burning. 

System  managcr(s)  and  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Installation  Chief  of  Security  Police 

Notification  procedure:  The  appropriate  installation  Chief  of 
Security  Police  should  be  contacted  for  information.  When 
requesting  information  in  writing,  individual  should  include  full 
name,  social  security  account  number,  military  status,  home  ad¬ 
dress,  and  the  letter  will  be  notarized.  During  a  personal  visit,  in¬ 
dividual  will  be  required  to  produce  military  ID,  if  applicable,  a 
valid  drivers  license,  or  other  appropriate  proof  of  identity. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Departm'ent  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contact  the  Chief  of  Security  Police  at  the  appropriate  installa¬ 
tion. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  officers. 

Information  obtained  from  witnesses. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F12501  OQVDYDC 
System  name:  Field  Interview  Card 


System  location:  At  Air  Force  instaDationa  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force's  systems  notice. 

Categories  of  ladividuala  covered  by  the  system:  AO  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Dependents  of  military  personnel. 

Categories  of  records  in  the  system:  Field  interview  card  which 
contains  name  .address,  telephone  number.physkal  description.age, 
date  of  birth  .description  of  clothing  worn, if  an  automobile  is  in- 
volved.the  make, year  .decal  number  license  and  style  and  color 

Authority  for  maintenance  of  the  system:  10  USC  8012  44  USC 
3101 

Routine  naes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^rpose  of  system  is  to 
obtain  and  record  information  on  the  presence  of  individuals  in  a 
special  location  at  specific  time  and  date.  Information  is  used  by 
the  chief  of  security  police  and  security  poUce  investigators  at  base 
level.  Information  is  used  as  an  investigative  tool  in  the  identifica¬ 
tion  of  crime  suspects  and  witnesses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievabilHy:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  and  dbposal:  Retained  in  office  files  for  three  months 
after  monthly  cut-off.  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaager(>)  and  address:  Chief  of  security  police  at  base 
concerned. 

Notification  procedure:  Requests  should  be  addressed  to  chief  of 
security  police  at  base  concerned. required  information  from  in- 
dividu^  will  be  name  and  address.to  obtain  information  requestor 
may  visit  the  office  of  the  chief  of  security  police  at  base  con¬ 
cerned.  Requester  must  provide  a  current  military  identification 
card,  civilian  personnel  must  provide  a  civilian  identification  card 
or  driver’s  license. 

Record  access  procedures:  Individuals  can  be  notified  by  contact¬ 
ing  the  chief  of  security  police  at  the  base  concerned. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Source  of  information  is  individual  in¬ 
terviewed,  witnesses  and  interviewing  security  policemen. 

Systems  exempted  from  certain  provkloas  of  the  act:  NONE 
F12501  02  ALSA 

System  name:  Reporting  Crimes  and  Serious  Incidents 

System  location:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  fasdlvldnals  covered  by  the  system:  Armed  forces  per¬ 
sonnel,  their  dependents.  Department  of.  Defense  civilian  em¬ 
ployees  and  their  dependents  stationed  or  going  through  Alaskan 
Air  Command  installations. 

Categories  of  records  in  the  system:  Alaskan  Air  Command  system 
for  reporting  crimes  and  serious  incidents. 

Authority  for  maintenance  of  the  system:  5  USC,  Section  301, 
Government  Organization  and  Employees  -  Powers  -  Department 
Regulations. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Establishes  Alaskan  Air 
Command  procedures  for  reporting  crimes  and  serious  incidents. 
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PolkiM  aad  practkca  for  itorfaig,  rctrfcTiag,  accctdag,  rcUiniag, 
aad  diapooiag  of  record*  ia  tkc  lyiteai: 

Storage:  Maintained  in  file  foldera. 

Retrtevabiiity:  Filed  by  Name. 

Safegaarda:  Records  are  stored  in  locked  cabinets  or  rooms. 

Reteatbrn  and  disposal:  Retained  for  one  year  after  end  of  year  in 
which  the  case  was  closed,  transferred  to  a  staging  area  for  one  ad¬ 
ditional  year,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating.or  burning. 

System  maaagcr(s)  aad  address:  Chief,  Security  Police  of  Units. 

Notificatlea  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coutesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  officers. 

Information- obtained  from  witnesses. 

Systems  exempted  from  certain  provisions  of  the  act;  NONE 
F12S01  02  ALSB 

System  name:  Temporary  Private  Vehicle  Impoundment  Record 

System  location:  21  Security  Police  Squadron.  Building  2-900,  El- 
mendorf  Air  Force  Base,  Alaska.  APO  Seattle  98742 

Categories  of  individuals  covered  by  the  system:  Any  individual 
who  abandons  or  leaves  a  disabled  or  derelict  privately  owned 
motor  vehicle  in  a  public  parking  area  over  five  consecutive  days. 

Categories  of  records  in  the  system:  Letter  file  with  owner’s 
name,  social  security  account  number,  rank,  address,  and  organiza¬ 
tion  and  description  of  vehicle. 

Authority  for  maintenaacc  nl  the  system:  5  USC,  Section  301, 
Oovemment  Organization  and  Employees.  Powers.  Department 
Regulations. 

Rontfae  naea  of  records  maintained  in  the  system,  including  catego* 
ries  of  nsers  and  the  purposes  of  such  uses;  Used  by  Security  Police 
personnel  to  identify  property  impounded,  report  condition  of  pro¬ 
perty,  and  disposition. 

Policies  and  practices  lor  storing,  retrieving,  acceasiag,  retaining, 
and  disposing  of  records  In  the  system; 

Storage:  Maintained  in  file  folders. 

RetrlevabiUty:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retcntloa  aad  disposal:  Destroy  three  years  after  final  disposition 
of  property  by  tearing  into  pieces,  shredding,  pulping,  macerating, 
or  burning. 

System  maaagerfs)  and  addrem:  Chief,  Security  Police,  21  Securi¬ 
ty  Police  Squadron,  Elmendorf  Air  Force  Base,  Alaska,  APO  Seat¬ 
tle  98742. 

Notificatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Send  fun  name. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatesdag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  the  bureau 
of  motor  vehicles. 

Systeau  exempted  from  certain  provisioas  of  the  act:  NONE 
F12501XSPP  B 
System  name:  Pickup  or  Restrktioo  Order 

System  locatioa:  Maintained  by  the  Chief  of  Security  Police  at 
thoM  installations  where  the  order  was  issued.  Mailing  addresses 
are  in  the  Department  of  Defense  directory  in  the  appendix  to  the 
Ah’  Force’s  system  notice. 

Categories  of  ladhrlduab  covered  by  the  system:  The  record  ap¬ 
plies  to  any  Air  Force  member  whose  actions  necessitate  the  unit 
commander  to  issue  the  order.  Some  examples  of  actions  that  war¬ 


rant  an  order  being  issued  include  AWOL,  suspicion  of  an  offense 
etc.  A  pickup  order  results  in  the  authority  for  the  security  police 
to  transport  an  individual  to  the  person  issuing  the  order  or  restrict¬ 
ing  the  individual  for  that  person. 

Categories  of  records  in  the  system:  The  record  provides  a 
complete  physical  descriptioo  of  the  individual  as  we|l  as  his  name, 
rank,  social  security  number,  organization  and  date  of  birth.  It  also 
includes  the  reason  for  the  order  being  issued. 

Authority  for  maintenance  of  the  system:  Title  44USC,  3101  and 
Thle  10.  USC8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  The  purpose  of  the 
record  is  to  document  the  identity  of  a  member  of  the  Armed 
Forces  whose  actions  justify  the  picking  up  or  restriction  of  the 
member  by  his  unit  commander.  The  record  is  used  as  a  notifica¬ 
tion  bulletin  for  the  pickup  or  restriction  by  security  police  until 
disposition  is  made  by  the  members  unit  commander.  Copies  of  this 
order  may  be  given  to  other  law  enforcement  agencies  or  other  in¬ 
stallations  if  warranted,  in  attempt  to  pickup  the  individual. 

Policies  and  practkca  for  storing,  retrieving,  acceming,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  fik  binders/cabinets. 

Maintained  in  card  files. 

Retrkvability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Retention  aad  disposal;  Record  is  retained  until  member  is  picked 
up  or  until  the  order  is  cancelled  by  the  issuing  authority,  at  which 
time  aD  copies  are  destroyed  by  tearing  into  pieces,  shredding, 
pulping  or  burning. 

System  managcr(s)  and  address:  Chief  of  Security  Police, 
Headquarters  Uqjted  States  Air  Force. 

The  Installation  Chief  of  Security  Police 

Notification  procedure:  Requests  should  be  addressed  to  the  Chief 
of  Security  Police  at  the  installation  where  the  order  was  issued  or 
to  the  members  unit  commander  at  that  installation.  Visitors 
requesting  information  must  provide  proof  of  identity  (e.g..  Identifi¬ 
cation  ca^,  or  drivers  license). 

Record  access  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  ofHcers. 

Information  obtained  from  witnesses. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provUons  of  the  act:  NONE 
F12502  SPP  A 

System  name:  12502  SPP  A  Correction  Records 

System  location:  Headquarters  United  States  Air'Force,  Washing¬ 
ton  DC  20330.  Air  Force  Accounting  and  Finance  Center,  Denver, 
CO  80279.  Air  Force  Military  Personnel  Center,  Randolph  Air 
Force  Base,  TX  78148.  Air  Reserve  Personnel  Center,  7300  East 
First  Avenue,  Denver,  CO  80280.  National  Personnel  Records 
Center,  Civilian  Personnel  Records,  111  Winnebago  Street,  St. 
Louis.  MO  631 18.  National  Personnel  Records  Center,  Military  Per¬ 
sonnel  Records,  9700  Page  Boukvard,  St.  Louis,  MO  63132. 
Washington  National  Records  Center,  Washington  DC  20409.  Main¬ 
tained  by  the  Chief  of  Security  Polke  and  Staff  Judge  Advocate  at 
the  installation  where  the  individual  was  last  assigned.  Commander 
3320th  Retraining  Group,  Lowry  AFB,  Co.,  Commandant  United 
States  Disciplinary  Barracks  (USDB),  Leavenworth,  Ks.  and  the 
Office  of  the  Secretary  of  the  Air  Force  Personnel  Council,  Pen¬ 
tagon,  Washington,  D.C. 
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Catctorici  •!  iadlTidMls  cavcrcd  by  tb*  cytteai:  Records  are  main- 
Uincd  on  any  individual  who  was  placed  in  confinement  at  an  in¬ 
stallation,  assigned  to  the  3320th  Retraining  Group  and  the  USDS 
for  purposes  of  retraining  or  confinement,  placed  in  a  federal 
prison  system  as  the  result  of  criminal  conviction,  or  spent  time  in 
the  correctional  custody  program  at  any  Air  Force  instaUation. 

Categories  of  records  In  the  syalem:  System  includes  prisoner  per¬ 
sonnel  records  consisting  of  confinement  orders,  release  orders, 
personal  history  records,  medical  examiners  report,  request  and 
receipt  for  health  and  comfort  supplies,  recommendations  for 
disciplinary  action,  inspection  records,  requests  for  interview  and 
evaluation  reports;  corrections  officers  records  including  personal 
deposit  fund  records  and  related  documents,  disciplinary  books, 
correction  facility  blotters  and  visitor  registers;  prisoner  records 
consisting  of  daily  strength  records,  and  reports  of  escaped  and 
returned  from  escaped  prisoners;  prisoner  classification  summaries; 
retrainee  test  records  and  correctional  custody  case  files  consisting 
of  disciplinary  punishment  letters,  evaluation  of  individual  and  per¬ 
sonal  history,  and  records  pertaining  to  any  clemency/  parole  ac¬ 
tions. 

Aathartly  for  matatcsaMC  of  the  system:  Title  44  USC  3301  and 
Title  10  USC  8012. 

RootlBc  uses  of  records  mahitalfd  hs  the  system,  blinding  catego¬ 
ries  of  nsers  and  the  pnrpoaea  of  such  uses:  Purpose  of  these  records 
is  to  maintain  a  life  file  on  the  individual  during  his  status  as  a 
prisoner  or  correctional  custodee  on  an  installation,  as  weD  as  dur¬ 
ing  his  retrainee  status  at  the  3320th  Retraining  Group  or  when  he 
is  an  Air  Force  prisoner  serving  a  sentence  in  a  federal  prison. 
Routine  uses  of  tte  records  arc  to  establish  background  for  either 
disciplinary  or  good  conduct  action  as  weD  as  general  administra¬ 
tion  uses  of  the  records  concerning  health  and  welfare  of  the  in¬ 
dividual,  as  well  as  clemency  and  parole  actions.  Any  individual 
record  or  part  thereof  can  be  transferred  to  any  component  of  the 
Department  of  Defense  or  the  Department  of  Justice,  as  weD  as 
civilian  agencies  such  as  law  enforcement  agencies,  or  law  firms  as 
a  basis  for  consideration  of  civil  action  either  against  or  on  behalf 
of  the  individuaL 

PoUrim  and  practlca  for  storing,  retrieving,  aegessing,  retaining, 
and  disposiag  of  records  In  the  system: 

Storage:  Maintained  in  file  folders,  in  note  books/binders,  in  card 
files,  on  computer  paper  printouts,  on  roll  microfilm  and  on 
microfiche.  Maintained  as  photographs. 

Rctrlevability:  Filed  by  Name,  Social  Security  Number  (SSN) 
and  fingerprint  classification. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  personfs)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties.  Records  are  stored  in  locked 
cabinets  or  rooms  and  controlled  by  visitor  registers. 

Retendoa  and  disposal:  Depending  on  the  type  of  record  within 
the  system,  it  is  either  destroyed  after  release  of  the 
prisoner/custodee/retrainee,  maintained  for  one  year  after  the 
release  of  the  individual,  or  retained  in  the  files  at  the  facility  in 
which  the  individual  was  confined  for  two  years,  after  which  time 
the  record  is  either  destroyed  or  transferred  to  a  staging  area  for 
two  additional  years,  then  either  retired  to  the  Washington  National 
Records  Center.  Washington  DC  20409,  for  permanent  retention  or 
destroyed  by  tearing  into  pieces,  shredding  pulping,  macerating,  or 
burning.  Records  pertaining  to  clemency/parole  actions  are  retained 
for  5  years  after  final  action,  then  destroyed  by  burning  and 
shredding. 

System  msaagerfs)  and  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force.  The  Judge  Advocate 
General,  Headquarters  United  States  Air  Force.  Unit  commander  at 
the  individual’s  last  assignment;  the  commander  of  the  3320th 
Retraining  Group,  Lowry  AFB,  Colorado;  Installation  Chief  of 
Security  Police,  Commandant  USDB,  Chairman  Air  Force  Clemen¬ 
cy  and  Parole  Board. 

NotificatlM  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  Installation  Chief  of  Security  Po¬ 
lice  Installation  Staff  Judge  Advocate  Commander  of  unit  to  which 
individual  was  last  assigned,  or  the  Commander,  3320th  Retraining 
Group.  Records  of  clemency  and  parole  actions  are  maintained  by 
the  Office  of  the  Secretary  of  the  Air  Force  Personnel  Council  and 
the  Commandant  USDB.  Requestors  should  provide  fuO  name  and 
proof  of  identity.  When  visiting,  requestor  will  be  required  to  pro¬ 
vide  proof  of  identity. 


Record  acccM  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions.  medical  institutions,  police  and  investigating  officers,  a 
state  or  local  government,  witnesses  or  source  documenu  (such  as 
reports)  prepared  on  behalf  of  the  Air  Force  by  boards,  commit¬ 
tees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F12503  SPO  A 

System  name:  Vehicle  Administration  Records 

System  locadou:  Kept  by  the  Chief  of  Security  Police  at  the  in¬ 
stallation  where  an  individual  registers  or  frequently  operates  a 
vehicle  thereon.  Information  copies  of  some  portions  of  this  system 
may  be  kept  at  an  individual’s  assigned  unit.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  Directory  in  the  appendix 
to  the  Air  Forces'  system  notice. 

Categories  of  individnals  covered  by  the  system:  Persons  who 
frequently  drive  or  register  vehicles  on  an  Air  Force  instaUation. 

Categories  of  records  in  the  system:  Includes  vehicle  registration 
records,  driver  records,  letters  of  suspension  or  revocation  as  ap¬ 
plicable,  and  forms  or  letters  which  are  necessary  in  the  vehicle  ad¬ 
ministration  program  for  driver  improvement  actions. 

Authority  for  maiuteuance  of  the  system:  Title  10  USC  8012,  Title 
44  USC  3101. 

Routine  uses  of  records  maiutaiued  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  record  an  in¬ 
dividual’s  statement  of  understanding  on  financial  responsibilities 
with  regard  to  operation  of  a  vehicle  on  an  Air  Force  installation. 
Driver  records  are  maintained  to  record  information  about  motor 
vehicle  accidents  and  moving  traffic  violations  that  are  used  to  pro¬ 
vide  for  traffic  point  assessment,  suspension,  or  revocation,  or 
other  driver  improvement  actions  affecting  driving  privileges  on  Air 
Force  installations.  Routine  use  could  include  disclosure  to  law  en¬ 
forcement  or  investigatory  authorities  (Division  of  Motor  Vehicles) 
for  possible  rec^rocal  action  on  driver  license  suspension  or  revo¬ 
cation.  Any  individual  record  or  part  thereof  can  be  transferred  to 
any  component  of  the  Department  of  Defense  or  to  the  Staff  Judge 
Advocate. 

PuUdes  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Filed  by  Vehicle  Registration  Number. 

Filed  by  Vehicle  License  Number. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properiy 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentioa  and  disposal:  Private  vehicle  registration  documentation 
is  destroyed  after  departure  of  the  registrant  to  a  new  duty  station, 
upon  termination  of  an  individual  vehicle  registration,  or  at  the  end 
of  the  particular  registration  period.  Driver  records  on  employees 
are  transferred  to  gaining  installations  when  an  individual  is  reas¬ 
signed  or  transferred.  These  are  destroyed  on  permanent  separation 
from  active  service,  termination  of  employment,  or  upon  deletion 
of  all  entries.  Destruction  of  these  forms  is  done  by  tearing  into 
pieces. 

System  managerfs)  and  addrem:  Chief  of  Security  Police, 
Headquarters  United  States  Air  Force. 

Washington  DC  20330 

Netificatioa  procedure:  The  appropriate  installation  Chief  of 
Security  Police  should  be  contacted  for  information.  When 
requesting  information  in  writing,  individual  should  include  full 
name,  social  security  account  number,  military  status,  home  ad¬ 
dress.  and  the  letter  wUl  be  notarized.  During  a  personal  visit,  in- 
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dividual  will  be  required  to  produce  military  ID,  if  applicable,  a 
valid  driven  license,  or  other  appropriate  proof  of  identity. 

Record  acccM  proccdorcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contact  the  Chief  of  Security  Police  at  the  appropriate  installa¬ 
tion. 

Coatesdag  record  proccdarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  officers. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Systeau  exempted  from  certala  provisloas  of  the  act:  NONE 
F12503  02  ALSB 

System  aame:  Bicycle  Registration  File 

System  locatloa:  Pass  and  Registration  (Budding  1149),  5010 
Security  Police  Squadron,  Eielson  Air  Force  Base,  Alaska,  APO 
Seattle  98737. 

Categories  of  iadlvidaab  covered  by  the  system:  Personnel  who 
own  bicycles  and  volunteer  to  register  them. 

Categories  of  records  la  the  system:  Card  File.  Owners  name,  ad¬ 
dress  and  description  of  bicycle. 

Aathorlty  for  maintenance  of  the  system:  Title  44  USC  Sec  3101 

Roatlac  naes  of  records  maintalacd  la  the  system,  Including  catego¬ 
ries  of  asers  aad  the  parposes  of  soch  ases:  Used  by  Pass  and  Regis¬ 
tration  and  Security  Police  personnel  for  identifying  ownership  of 
lost  and  recovered  bicycles. 

Policies  aad  practices  for  storing,  retrleviBg,  accessing,  retainlag, 
aad  disposlag  of  records  la  the  system: 

Storage:  Maintained  in  card  files. 

Retrlevablllty:  Filed  by  Name. 

Safegnards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Reteatloa  aad  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  and  address:  Chief  Security  Police.  Eielson 
Air  Force  Base.  Alaska,  APO  Seattle  98737 

Notlfkatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Send  full  name 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Voluntarily  by  individual 

Systems  exempted  from  certain  provislona  of  the  act:  NONE 
F12583  02  ALSC 

System  name:  Storage  and  Special  Permits  for  Recreational  and 
Utility  Trailers 

System  location:  Pass  and  Registration,  Building  2*900,  21  Securi¬ 
ty  Police  Squadron,  Elmendorf  Air  Force  Base  Alaska,  APO  Seat¬ 
tle  98742. 

Categories  of  individuals  covered  by  the  system:  All  personnel  who 
own  a  recreational  and/or  utility  trailer  and  living  on  base,  and 
those  living  off-base  with  special  permission  for  storage  on  base. 

Categories  of  records  in  the  system:  Card  listing  with  owner’s 
name,  social  security  account  number,  organization,  and  descrip¬ 
tion  of  item  stored. 

Authority  for  maintenance  of  the  system:  44  USC,  Section  3101, 
Public  Printing  and  Documents  -  Records  Management  by  Federal 
Agencies. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  ol  users  and  the  purposes  of  such  uses:  Used  by  Security  Police 
and  housing  supervisors  to  control  parking  of  recreational  and/or 
utility  trailers  on  base. 


Policies  and  practices  for  storing,  retrleviag,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  filet. 

Rctrievabiltty:  Filed  by  Name. 

Filed  by  Vehicle  Registration  Number. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retentloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

Retained  in  office  files  until  reassignment  or  separation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(s)  aad  addrem:  Chief  Security  Police.  Elmendorf 
Air  Force  Base.  Alaska,  APO  Seattle  98742 

Notification  procedure:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Send  full  name. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  prepares  registration  form. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
F12503  02  ALSO 

System  name:  Trailer  Lot  Registration 

System  location:  Pass  and  Regutration,  5010  Security  Police 
Squadron,  Building  1149,  Eielson  Air  Force  Base,  Abska,  APO 
Seattle  98737 

Categories  of  individuab  covered  hy  the  system:  All  personnel  on 
Eielson  Air  Force  Base  who  own  recreational  vehicles  requiring 
storage. 

Categories  of  records  in  the  system:  Card  listing,  Eielson  Air 
Force  Base  Form  0-37,  of  personnel  storing  recreational  vehkbs. 

Authority  for  maintenance  of  the  system:  44  USC,  Section  3101, 
Public  Printing  and  Documents  -  Records  Management  by  Federal 
Agencies. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  To  provide  a  quick 
reference  as  to  who  has  stored  recreational  vehicles  in  the  recrea¬ 
tional  vehicle  parking  lot.  Used  by  Security  Police. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

Retrbvabillty:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  aad  dbposal:  Retained  in  office  files  until  superseded, 
obsobte,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  aad  addrem:  Chief,  Security  Police,  5010 
Security  Police  Squadron,  Eielson  Air  Force  Base,  Abska. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Send  full  name. 

Record  accem  procedures:  Individual  can  obtain  assbbnce  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  storing  .vehicle  completes 
Eielson  Air  Force  Base  Form  0-37. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F12701  OYUEBLA 

System  name:  Individual  Accident/viobtion  and  Safety  Training 
Record  ( 

System  location:  At  Headquarters,  Air  Force  Communications 
Service  (AFCS)  and  all  AFCS  units. 
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Official  mailing  aMreases  arc  in  the  DepartacDl  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  iadWidaab  covered  by  the  system:  Active  duty  mili¬ 
tary  personnel  assigned  within  Air  Force  Communications  Service 
(AFCS). 

Categories  of  records  In  the  system:  individaal  accident/violation 
and  safety  training  record. 

Aothority  for  mainlcnaacc  of  the  system:  44  USC  3101 

Routine  uses  of  records  malntaiacd  in  the  system,  incinding  catego- 
rtes  of  users  and  the  purposes  of  such  uses:  Us^  by  AFCS  unit 
commanders  as  a  management  tool  and  accident  control  device  to 
improve  individual  safety. 

Poliries  and  practices  for  storiag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RetrievaMlity;  Filed  by  Name. 

Conventional. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  arc  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  thehr  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Stored  in  security  file  cabinets. 

Retentioa  and  dispoaal:  Retained  in  office  files  until  individual  is 
transferred  from  the  AFCS  command  or  until  separated  or  retired, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning 

System  managcrls)  and  address:  Chief  of  Ground/Explosives 
Safety  Divuion,  Office  of  the  Inspector  General,  Headquarters 
AFCS  and  commanders  at  all  AFCS  units. 

Natlflcatlea  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

CoaScadag  record  procedores:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  educational  institutions. 

Information  obtained  from  police  and  investigating  officers. 

Information  obtained  from  the  bureau  of  motor  vehicles. 

Information  obtained  from  a  state  or  local  government. 

Systems  exempted  from  certaia  provisioas  of  the  act:  NONE 
F12701  OJ  IGYA 

System  aaasc:  Air  Training  Command  Aircraft  Accident  Board 
Resources  List 

System  locatioa:  Headquarters  Air  Training  Command,  Rando^th 
Ahr  Force  Base,  Tx  78148. 

Categories  of  indlvidaab  covered  by  the  system:  Assigned  rated 
pilots  in  the  grade  of  colonel  or  general  office  r  with  an  aviation 
service  code  of  1-7  but  excluding  wing  and  center  commanders  and 
assigned  rated  pilots  on  unconditional  flying  status  with  at  least  five 
years  rated  service  and  who  have  attended  the  aircraft  accident  in¬ 
vestigation  course.fhght  safety  Officers  course  or  advanced  safety 
program  management  course. 

Categories  of  records  in  the  system:  Position,  aircraft  flown,  previ¬ 
ous  au  training  command  assignm  ents,  previous  board  experience, 
and  safety  schools  attended. 

Authority  for  maintenaacc  of  the  system:  44  USC  3101 

Routine  uses  of  records  malataiBed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sach  uses:  Air  Training  Command 
Commander  appoints  bo^  presidents  and  investigators. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retiievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabinets. 


Retoatlon  and  disposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  addrem:  Director  of  Safety,  Headquarters 
Air  Training  Command,  Randolph  Air  Force  Base  TX  78148. 

Notifleatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

by  fun  name,  safety  directorate.  Headquarters  Air  Training 
Command,  mflitary  identification  card. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  arc  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coatesttog  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F12701  02SCEYA 

System  name:  Safety  Education  File 

System  locatioa:  At  Air  Force  Inspection  and  Safety  Center,  Nor¬ 
ton  Air  Force  Base.  CA  92409. 

Categories  of  individnab  covered  by  the  system:  United  States  Air 
Force  (USAF)  personnel  who  have  received  formal  safety  training 

Categories  of  records  in  the  system:  Name,rank.SSAN,command 
of  assignmenl.address.safety  course  name  .class  number.  Individual 
training  records,  letters,  memorandum,  messages  and  other  material 
pertaining  to  training. 

Authority  for  maintenance  of  the  system:  10  United  States  Code 
8012. 

Routiac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  identify  and  pro¬ 
vide  a  record  of  USAF  personnel  who  have  received  fi^rmal  safety 
training.  Also  used  by  AF  military  personnel  center  in  office  assign¬ 
ment  process. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fde  folders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

Rctricvabilhy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguardsr  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  controlled  by  personnel  screening. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  visitor  registers. 

Reteatian  and  dbpunl:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  mto  pieces,  shredding,  pulping,  macerating,  or 
burning. 

.  Also  destroyed  by  erasing  computer  tapes. 

System  manager(s)  and  addrem:  Director  of  Aerospace  Safety, 
Air  Force  Inspection  and  Safety  Center,  Norton  AFB,  Ca  92409. 

Natlflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedares:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
institutions. 

Systems  exempted  from  certaia  provbioaa  of  the  act:  NONE 
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Syitcai  uac:  Aircraft  Accidents  and  Incidents  Computer  File 

System  locatlM:  At  Air  Force  Inspection  and  Safety  Center,  Nor¬ 
ton  Air  Force  Base.  CA  92409. 

Categories  of  Mlvidoalo  covered  by  tbe  system:  Any  person  in 
control  of  aircraft  at  time  of  United  States  Air  Force  accident  or 
incident. 

Categories  of  records  In  tbe  system:  Date  of  mishap,  aircraft 
identification,  description  of  flight  characteristics,  injury  totab, 
description  of  property  damage,  organization  of  aircraft,  organiza¬ 
tion  of  individual,  personnel  data  consisting  of  name,  SSAN,  grade, 
service  component,  aero  rating,  date  received  rating,  year  of  birth, 
flying  experience,  and  causes  of  accident  as  assessed  by  accident 
board.  Engine  data  is  included  if  accUent  is  engine  caused.  Recom¬ 
mendations  of  accident  board. 

Anthoiity  for  maintenance  of  the  system:  10  USC  8012. 

Roothsc  uses  of  records  maintataed  In  the  system,  including  catego- 
rlca  of  nsers  and  the  pnrpooes  of  such  uses:  To  provide  statistical  and 
historical  information  used  by  Department  of  Defense  for  aircraft 
accident  prevention.  SpecificaOy  for  special  safety  studies, 
magazine  articles,  aircraft  safety  design  studies,  to  evaluate  pilot 
and  crew  training,  to  supplement  curriculum  for  training,  to  deter¬ 
mine  possible  causes  of  future  accidents,  to  determine  safety  award 
winners,  to  estimate  aircraft  inventory  requirements  based  on  ac¬ 
cident  attrition,  to  estimate  budget  costs  due  to  accident  damage 
costs. 

PoUctea  and  practices  for  storing,  rctrlevlag,  acccasiag,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  fOe  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  on 'microfiche. 

Retilcvahllity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controDed  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 

Records  are  controlled  by  computer  system  software. 

Rctentloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagcr(s)  and  addrem:  Chief,  Reports  and  Analysis  Divi¬ 
sion.  Air  Force  Inspection  and  Safety  Center,  Norton  AFB,  Ca 
92409. 

Notificatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procednres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
tbe  individual  concerned  may  obtained  from  tbe  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  tbe  act:  NONE 
F12702  02SCEYB 

System  name:  human  factors  in  aircraft  accident/incident  computer 
fOe. 

System  location:  At  Air  Force  Inspection  and  Safety  Center,  Nor¬ 
ton  Air  Force  Base,  CA  92409. 


Categories  of  Mivldnab  covered  hy  the  system:  Any  individual 
aboard  aircraft  during  USAF  accident  or  who  suffered  inju¬ 
ry/fatality  as  result  of  accident/incident. 

CatMorles  of  records  in  the  system:  General  identifying  data,  air¬ 
craft  roght  description,  medical  and  injury  data,  toxicology  test 
results,  physical  dueascs  and  defects,  psycbologkal/environmental 
factors,  personnel  leave/  experience/rest  data,  physiological  data, 
vertigo  training,  survival  equipment,  egress  training,  ejection  data^ 
rescue/survival  information. 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  toclnd^  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  To  provide  statistic^  and 
historical  information  used  by  Department  of  Defense  for  aircraft 
accident  prevention.  Specifically  for  special  safety  studies  involving 
egress,  ejection,  search,  rescue,  survival,  related  equip¬ 
ment/training,  physiological/medical/  injury  data. 

Policies  and  practices  for  storing,  retrieving,  accemiag,  retaining, 
and  disposiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  file  binders/cabinets. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  on  microfiche. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  visitor  registers. 

Records  are  controlled  by  computer  system  software. 

Rcteatioa  and  ditpoMl:  Retained  on  computer  magnetic  tape  until 
no  longer  required  and  then  tape  records  are  destroyed  by  erasing. 

Records  are  t^en  destroyed  by  tearing  into  pieces,  shredding, 
macerating,  pulping  or  burning. 

System  managers)  and  addrem:  Chief,  Reports  and  Analysis  Divi¬ 
sion,  Air  Force  Inspection  and  Safety  Center,  Norton  AFB,  Cn 
92409. 

Notificathm  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procednrea:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contestiag  record  procednrea:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F12702  02SCEYC 

System  name:  United  States  Air  Force  (USAF)  Ground  Accident 
Fatality  File 

System  locatioa:  At  Air  Force  Inspection  and  Safety  Center,  Nor¬ 
ton  Air  Force  Base,  CA  92409. 

Categories  of  individnals  covered  by  the  system:  All  USAF  active 
duty  military  and  civilian  employee  fatalities 

Categories  of  records  fas  the  system:  Name,  SSAN,  rank,  service 
component,  command  and  base  of  assignment,  date  of  occurrence* 
duty  status,  major  catagory  of  mishap. 

Authority  tor  maintenaace  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  in  the  system,  iacinding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Provides  prelimuim> 
statistical  accounting  data  on  Air  Force  fatalities  for  accident 
prevention  studies/efforts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  fas  the  system: 


FEDERAL  REGISTER,  VOL.  42,  NO.  188— WEDNESDAY,  SEPTEMBER  28,  1977 


.■>0972 


DEPARTMENT  OF  DEFENSE 


Storage:  MaiaUined  m  card  fOea. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts. 

RctrievabMfty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorued  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Records  arc  controlled  by  visitor  registers. 

Retention  and  dbpoaal:  Retained  in  files  for  four  years  after  ac¬ 
cident  date,  then  destroyed. 

Records  are  then  destroyed  by  tearing  into  pieces,  shredding, 
macerating,  pulping  or  burning. 

System  managers)  and  addrem:  Director  of  Aerospace  Safety, 
Air  Force  Inspection  and  Safety  Center,  Norton  AFB,  Ca  92409. 

Notification  praeednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Matuger. 

Record  aceem  prncedares:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procednres:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu- 
menu  (such  as  reports)  prepar^  on  behalf  ffi  the  Air  Force  by 
boards,  commhtees,  panels,  auditors,  and  so  forth. 

Systems  esempted  tram  certain  prsvlslsna  of  the  net:  NONE 
F14001  OSGHLNA 

System  name:  Bachelor  Airmen's  Quarters  (BAQ)  Temporary  Issue 
Receipt 

System  locatlsn:  321Strategk  Missile  Wing,  Grand  Forks  Air 
Force  Base,  ND  S8201  321Missile  Maintenance  Squadron,  Grand 
Forks  Air  Force  Base,  ND  58201  319Bombardment  Wing  (H), 
Grand  Forks  Air  Force  Base,  ND  S8201  319Avionics  Maintenance 
Squadron.  Grand  Forks  Air  Force  Base,  ND  58201  319Field  Main¬ 
tenance  Squadron.  Grand  Forks  Air  Force  Base.  ND  58201 
3190rganizational  Maintenance  Squadron,  Grand  Forks  Air  Force 
Base,  ND  58201  319Munitions  Maintenance  Squadron,  Grand  Forks 
Air  Force  Base,  ND  58201  321Combat  Support  Group,  Grand 
Forks  Ah’  Force  Base,  ND  58201  21Civil  Engineering  ^uadron. 
Grand  Forks  Ah  Force  Base,  ND  58201  321Transportation 
Squadron,  Grand  Forks  Ah  Force  Base,  ND  58201 
321Communicatioos  Squadron,  Grand  Forks  Ah  Force  Base.  ND 
58201  32ISecurity  Police  Group.  Grand  Forks  Ah  Force  Base,  ND 
58201  321Missile  Security  Squa^n,  Grand  Forks  Ah  Force  Base. 
ND  58201  321Supply  Squadron.  Grand  Forks  Ah  Force  Base,  ND 
58201  USAF  Hospital.  Grand  Forks  Ah  Force  Base.  ND  58201 

Categories  nf  indhrldnals  covered  by  the  system:  All  Ah  Force  ac¬ 
tive  duty  military  personnel. 

Residing  in  barracks. 

Categories  of  records  in  the  system:  Receipt  for  room,  furnishing, 
bedding,  and  key. 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Rontbac  uses  of  records  maintained  in  the  system,  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Temporary  issue  receipt. 

Policies  and  practices  (or  storing,  retrieviag,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  card  files. 

RctrievabiUty:  Ffled  by  Name. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person! s)  responsible  for  servicing  the 
record  system  in  performance  of  theh  official  duties. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  puling,  macerating,  or 
burning. 


System  maaagcr(a)  and  addrsm:  Unit  Commanders,  Grand  Forks 
Ah  Force  Base. 

Nntiflcatlnn  procednsv:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Rccned  neesm  penesd  nras:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Ah  Force's  systems  notice. 

Cnntcsting  rcenrd  proecdnrm:  The  Ah  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concen>ed  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FlMOl  OBXQPCA 

Syriem  name:  Cadet  Injury/Blness  Report 

System  location:  At  United  States  Ah  Force  Academy,  CO  80840. 

Categories  of  todividnab  covered  by  the  system:  Cadets  assigned 
to  the  Ah  Force  Academy  who  have  visited  the  Cadet  Clinic. 

Categories  of  records  in  the  system:  Summary  report  of  the 
cadet's  reason  for  visiting  the  medical  clinic. 

Authority  for  maintenance  of  the  system:  10USC8012 

Rontlae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  the  time  a  cadet 
enters  the  clinic,  what  hb  complaint  b,  explanation  of  excusab  and 
time  he  exited  the  clinic.  Eibtribution  made  to  Cadet  Safety, 
Athletics  and  individual  concerned.  Cadet  Safety  uses  it  to  monitor 
cadet  activhy  for  ground  safety  program.  Athletics  uses  h  to  moni¬ 
tor  excusab  from  physical  education  and  to  evaluate  injury  rates. 
The  mdividual  uses  it  to  justify  time  away  from  ebsses. 

Policies  and  practices  lor  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrbvability:  Filed  by  Name. 

Date  of  vbh 

Safeguards:  Clinic  copy  b  under  the  direct  control  of  the  Non- 
Commbsioned  Officer  in  Charge  (NCOIC)  of  Administrative  Ser¬ 
vices.  Dbtribution  b  made  only  to  acknowledged  representative  of 
Cadet  Wing  Safety  and  Athletics 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerfs)  and  addrem:  NCOIC,  Adminbtrative  Services, 
Cadet  Clinic,  United  States  Ah  Force  Academy 

Notlficatloa  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Specify  name.  Social  Security  Account  Number,  and  date  of  visit 
to  Cadet  Clinic 

Record  aceem  procednres:  Individual  can  obtain  assbtance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procednres:  The  Ah  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  mitbl  determinations  by 
the  mdividual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonrcc  categories:  The  individual,  a  physicbn  and/or  medi¬ 
cal  techniebns 

Systems  exempted  bom  certain  provisions  of  the  act:  NONE 
FlMOl  SGPC  A 

System  name:  Medical  Professional  Staffing  Re' jrds 

System  location:  At  Ah  Force  medical  centers,  hospitals,  and 
clinics.  AD  health  facilities  where  graduate  health  education  pro¬ 
grams  are  conducted. 

Categories  of  indivldnab  covered  by  the  system:  Practitioners,  who 
are,  or  have  been,  members  of  the  USAF  Medical  Service  or  Civil 
Service  Employees  (including  civilian  consultants  who  engage  in 
direct  patient  care)  and  who  are  assigned  to,  employed  by,  or  prac¬ 
tice  in  the  Ah  Force  medical  facility  for  the  purpose  of  providing 
health  services  for  eligible  beneficiaries;  United  States  Ah  Force 
Medical  Service  personnel  pursuing  gradtute  health  education  pro¬ 
grams. 


FEDERAL  REGISTER,  VOL.  42,  NO.  1 88— WEDNESDAY,  SEPTEMBER  28,  1977 


PRIVACY  ACT  ISSUANCES 


50973 


Cat^ertea  a(  raconk  is  tW  ■jr^ai:  (I)  Credcatial  review  filea; 
ConUina  curriculoin  vitae,  training  reporta,  joumab  of  patienta 
managed,  aummarica  of  aaabubtory  experience,  bttera  of  evahia- 
tioB,  summaiiea  of  special  activitiea  or  other  information  furuabed 
or  aolkiled  in  order  to  fully  evaluate  the  profeaaional  qualificationa 
of  individuab.  (2)  Health  education  recorda:  applicationa  for  train¬ 
ing.  training  reports.  Faculty  Board  reports,  photograph  or  nega¬ 
tive,  and  personnel  documents  rebted  to  training. 

Authority  for  malntcaancc  of  the  syatcns:  10  USC  8012. 

Routlac  uses  of  records  mafastaiued  In  the  system,  iuclndlag  catego¬ 
ries  of  users  aud  the  purposes  of  such  uses:  The  information  con¬ 
tained  in  credential  review  files  are  used  to  award  inpatient  and  am- 
bubtory  clinical  privibges  to  all  categories  of  health  practitioners. 
They  may  abo  be  used  as  background  data  to  respond  to  applica¬ 
tions  submitted  by  individual,  admusion  to  professional  medical 
societies,  employment,  for  medical  privileges  at  civilian  institutions. 
Health  education  records  are  used  to  permit  evaluation  of  in¬ 
dividuals  in  trainmg,  by  program  directors,  in  managing  the  m- 
dividual  in  training;  by  the  record  maintenance  personnel,  to  docu¬ 
ment  changes  to  the  individual’s  personnel  record  maintained  by 
the  servicing  Consolidated  Base  Personnel  Office  (CBPO). 

PuUclcs  and  practices  for  storing,  retrieving,  accessing,  rctainiug, 
and  dbpoalng  of  records  in  the  system: 

Storage:  Maintained  in  fib  folders. 

Maintained  in  vbibk  fOe  binders/cabinets. 

RetrievabUlty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personfs)  responsibb  for  servicing  the 
record  system  in  performance  of  their  official  dutbs. 

By  commanders  of  USAF  medical  centers,  hospitals,  and  clinics 
(cretbntial  rcvbw  fibs);  by  program  directors,  trained  and  person¬ 
nel  managers  with  the  need  to  know  (health  education  records). 

Rctantlan  and  disposal:  (1)  credential  revbw  fibs  are  retained  in 
the  office  fibs  of  tte  medical  facility  the  practitioner  b  assigned  or 
empbyed.  FoOowing  separation,  resignation,  or  retirement,  the  fibs 
are  retained  at  the  location  of  the  bst  duty  assignment  for  a  period 
of  2  years  and  then  forwarded  to  the  Washington  National  Records 
Center,  Washington,  DC  20409.  (2)  Health  education  fibs  are 
retained  by  the  director  of  health  education  until  training  b 
compbted,  fibs  are  then  kept  by  the  health  facility  for  30  years 
and  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning;  if  facihty  b  deactivated,  the  records  are 
retired  to  the  Washington  Natbnal  Records  Center,  Washington, 
DC  20409  to  be  retained  until  the  30-year  period  has  expir^  at 
which  time  they  wiO  be  destroyed. 

System  manogtrfs)  and  adsbem:  For  credentbl  revbw  fibs:  The 
Surgeon  Gener^,  Headquarters,  United  States  Air  Force;  Comman¬ 
ders  of  medical  centers,  hospitab,  clinks;  Director,  Washington 
National  Records  Center,  Washington,  DC  20409.  For  health  educa¬ 
tion  records.  Director  or  Professional  Education  at  the  health  facili¬ 
ty  with  health  education  programs. 

Nudfbatloa  procedure:  For  health  educaUon  records,  individuals 
should  give  fuO  name,  military  status,  social  security  number,  when 
they  entered  training  and  compbted  training,  and  what  corps  within 
the  medical  servke  they  are  a  member.  Individuab  may  visit  either 
the  health  faeflity  main-  r»i««»ng  the  records  or  the  Offke  of  the 
Surgeon,  Air  Force  Military  Personnel  Center,  Randolph  Air  Force 
Base,  Texas  to  bam  if  the  record  system  contains  their  records. 
When  visiting  either  of  these  locations,  the  individual  must  provide 
a  valid  drivers  bcense  or  equivabnt  identification  containing  a 
photograph  to  estabhsh  identity. 

Record  access  proccdurm:  For  credential  revbw  fibs,  individual 
may  obtain  assistance  in  gaining  access  from  the  Systems  Manager. 
For  health  education  records,  individual  may  obtain  assistance  by 
writing  or  presenting  themselves  in  person  to  the  health  facility 
where  the  records  are  maintained.  Of&bl  mailing  addresses  are  in 
the  Depart-  ment  of  the  Air  Force  Directory  in  tte  appendu  to  the 
Department  of  the  Air  Force  system  notkes. 

Contesdag  record  procedures:  The  Ab  Force’s  rubs  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soures  colcgorbs:  Credential  revbw  fibs:  Bask  informa¬ 
tion  subaoitted  by  the  practitioner.  Additional  information  may  be 
soUcHed  from  otter  sources  in  order  to  permit  the  credentbb  com¬ 


mittee  to  best  judge  the  capabilities  of  the  practitioner.  Health  edu¬ 
cation  records:  Previous  empbyer,  educational  institutions,  master 
personnel  record,  information  provided  by  the  individual  con¬ 
cerned. 

Systems  exempted  from  certain  pruvblens  of  the  act:  NONE 
ridOOl  SGPS  A 
System  name:  Aircrew  Standards  Case  FOe 

System  location:  Dbectorate  of  Professional  Servkes,  Office  Sur¬ 
geon  General,  Forrestal  Bldg,  Washington,  D  C.  20314 

Categories  of  IndhrMuab  covered  by  the  system:  This  record 
system  b  maintained  on  all  Air  Force  members  who  have  been  con¬ 
sidered  for  mcdkal  waiver  for  flying  duty  due  to  conditions  defined 
as  serious  Olness  or  for  waiver  for  flying  training. 

Categories  of  records  fas  the  system:  The  record  system  contains 
members'  Report  of  Mcdkal  Examination,  Report  of  Medkal  His¬ 
tory.  Narrative  Summary;  Aeromedkal  Evaluation;  Ebctrocardio- 
graphk  Reoerd;  CUnkal  Record  Consultation  Sheet,  and  USAF 
School  of  Aerospace  Medkine  Evaluation  Report  (if  accompibted). 
Additionally,  disposition  data  b  maintained  or  aperture  cards  to  in¬ 
clude  member's  name,  social  security  account  number,  dab  of 
birth,  aeronautkal  rating,  diagnosb/diagnoses,  and  a  chronobgkal 
tisting  of  waiver  actions. 

Authority  for  matotenance  of  the  system:  Titb  10,  USC,  Section 
8012 

Rnutine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  pnrp^s  of  such  naes:  These  fibs  are  utilized  to 
determine  if  previous  action  has  been  taken  by  the  system  manager 
and  what  was  the  dbpositkn.  Additbnally,  vb  the  use  of  aperture 
cards,  waiver  actions  are  suspensed  ate  hbtorkal  retrieval  of 
records  by  diagnosis  b  provided. 

Polkbs  and  praetkes  (or  storing,  retrieving,  accessing,  rebining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fib  folders. 

Maintained  on  aperture  cards. 

RetrievabUlty:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  custodbn  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibb  for  servicing  the 
record  system  in  performance  of  theb  offkial  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controQed  by  personnel  screening. 

Rctentioa  and  dbposal:  Retained  in  office  fibs  until  superseded, 
obsoleb,  no  bnger  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  baring  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcr(>)  end  address:  Directorab  of  Professbnal  Ser¬ 
vkes,  Offke  of  Surgeon  General,  Forrestal  Bldg,  Washmgton,  DC 
20314 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  nccem  procedures:  Individual  can  obtain  assbtance  in 
gaining  access  from  the  Sysbms  Manager. 

Contesting  record  procedures:  The  Air  Force's  rubs  for  access  to 
records  and  for  conbsting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Sysbms 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisfons  of  the  act:  NONE  ' 
FIMOIOSPCZPC 

System  name:  Physkian  Assbtant  Evaluation 

System  location:  AQ  USAF  Medkal  activitbs  whkh  have  physi¬ 
cians  assbtants  assigned. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendu  to  the  Air  Force's  sysbms  notke. 

Categories  of  tadividnab  covered  by  the  system:  Physkian 
assbtants  assigned  to  hospHaL 

Categories  of  records  in  the  system:  Personal  information  and 
evaluation  factors. 

Authority  for  maintenance  ol  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  hi  the  system,  inclndfaig  catego¬ 
ries  of  users  aud  the  purposes  ol  snch  uses:  Doctors  who  have  physi- 
cun  assbtants  working  for  them. 
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Polidn  aad  practices  fw  storiag,  ratrtevtag,  acccssiat.  rctalateg, 
ud  dispostag  el  records  la  tkc  syslcai: 

Storage:  Maintained  in  fik  by  a  physician  coordinator. 

RetrlevabUlty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Retentloa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managcifs)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notificatloa  proccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions.  ^ 

Systems  esempted  from  certain  provisloas  of  the  act:  NONE 
F1M02  SGPS  A 

System  name:  Department  of  Defense  Medical  Examination  Review 
Board  Medicrd  Examination  Files 

System  locatioa:  Department  of  Defense  Medical  Examination 
Review  Board  (DODMERB)  US  Air  Force  Academy  CO  80840. 

Categories  of  iadividnals  covered  by  the  system:  All  applicants  to 
the  five  service  academies  or  the  Four  Year  Reserve  Officer  Train¬ 
ing  Corps  (ROTC)  Scholarship  Program. 

Categories  of  records  ia  the  system:  The  record  system  is  main¬ 
tained  in  three  forms:  hard  copy  •  the  original  report  of  Medical 
Examination,  Report  of  medical  history,  narrative  summary  and 
any  associated  civilian  forms  or  rests  t^t  may  have  been  accom¬ 
plished:  may  also  contain  personal  correspondence  between  the 
DODMERB  and  the  applicant  Thf  second  portion  is  microform 
copy  of  the  hard  copy  file;  the  third  portion  is  storage  in  a  Bur- 
rou^s  3500  Computer. 

Authority  tor  maiatcBaacc  of  the  system:  Title  10,  United  States 
Code,  Section  133. 

Routiac  uses  of  records  maintained  In  the  system,  Including  catego* 
rics  of  asers  and  the  purposes  of  such  uses:  The  paper  copy  is  used 
to  determine  medical  qualification  for  one  or  more  of  the  service 
academies  or  the  ROTC.  The  microform  portion  is  used  for  histori¬ 
cal  retrieval  of  previous  actions;  The  computer  form  is  used  to  ad¬ 
vise  the  service  academies  and  ROTC  program  managers  of  any 
medical  update  actions  on  an  applicant.  Statistical  summaries  are 
extracted  from  the  computer  bank.  '' 

PoUdcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposlBg  of  records  ia  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  microfilm  jackets. 

Maintained  on  disks  or  drums. 

Retrlevabllity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  offkial  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retcatioa  and  disposal:  Retained  in  office  files  until  graduation  or 
elimination  from  training,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  managers)  and  addrem:  Department  of  Defense  Medical 
Examination  Review  Board,  US  Air  Force  Academy  CO  80840. 

NotWcalioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 


CoalestiBg  record  proccdarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  mdividual  concerned  may  be  obtained  from  ^  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certaia  provisioas  of  the  act:  NONE 
P1M02  SGPS  B 

System  name:  16002  SGPS  B  Retirements/Separations  Records 
System 

System  locatioa:  AFMPC/SG,  Randolph  AFB,  Texas  78148. 

Categories  of  iadividBais  covered  by  the  system:  AD  Air  Force 
members  whose  cases  have  been  presented  to  a  Medical  Evaluation 
Board  with  a  recommended  disposition  of  return  to  duty;  whose 
medical  qualification  for  worldwide  duty  upon  examination  for 
retirement  or  separation  is  questionable  ;aD  retiring  general  of- 
ficers;aU  members  who  have  had  their  medical  clearance  for  retire¬ 
ment  or  separation  withdrawn. 

Categories  of  records  ia  the  system:  Retirement,  separation,  con¬ 
tinued  active  duty  Medical  Evaluation  Board,  (if  accomplished). 
Report  of  Medical  Examination,  Report  of  Medical  History,  Narra¬ 
tive  Summary,  Clinical  Record  Consultation  Sheet,  ElectrcKardio- 
graphic  Record. 

Authority  for  maiatenaace  of  the  system:  tO  USC  8012. 

Routiae  uses  of  records  maintaiaed  ia  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  if  previous 
action  has  been  taken  by  the  system  manager,  and  what  the  previ¬ 
ous  disposition  was. 

Policies  and  practices  for  storing,  retrleviag,  accessing,  rctaiaiag, 
aad  disposiBg  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabilky:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retcatioa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagerts)  and  addrem:  AFMPC  Surgeon,  Rnadolph 
AFB,  Texas  78148. 

NodficatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

CoatestiBg  record  proccdarcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medkal,  in¬ 
stitutions. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F16002  OIACYVA 

System  name:  16002  OIACYVA  Physical  Examination  Reports 

‘  Suspense  File 

System  locatioa:  Air  Reserve  Personnel  Center,  7300  East  First 
Avenue,  Denver,  CO  80280. 

Categories  of  iadivlduab  covered  by  the  system:  Air  Force 
Reserve  personnel. 

Categories  of  records  ia  the  system:  incomplete  reports  of  physical 
examinations,  correspondence  to  and  from  reservists/individuaJs. 

Authority  for  malntcBance  of  the  system:  section  10  US  Code  275 

Routine  uses  of  records  maintained  in  the  system,  laclading  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  information  in  ffles  is 
used  to  provide  control  of  reservists/  individual  medical  status. 

Policies  aad  practices  for  storiag,  retrleviag,  accessing,  retaining, 
and  disposiag  of  records  hi  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabllity:  Filed  by  Name  and  Social  Security  Number 
(SSN), 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system,  by  person(s)  responsible  for  servicing  the  record  system  in 
performance  of  their  official  duties  and  by  commanders  of  met&al 
centers  and  hospitals.  Records  are  protect^  by  guards. 
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Rctcatloa  aad  diipwal:  route  for  filing  in  the  individual  personnel 
record*  maintained  at  ARPC. 

Syftem  maaagcrfa)  and  addrcm:  commander  Air  Reserve  Person¬ 
nel  Center  (ARPC),  7300  East  First  Avenue.  Denver,  CO  80280. 

Nodflcatlon  praccdarc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Documentation  Management  Officer.  ARPC/DADP, 
7300  East  First  Avenue,  Denver.  Colorado  80280.  Written  requests 
for  information  should  contain  full  name.  SSN,  current  mailing  ad¬ 
dress  and,  if  known,  the  case  (control)  number  on  correspondence 
received  from  ARPC.  Records  may  be  reviewed  in  the  Records 
Review  Room,  Air  Reserve  Personnel  Center.  7300  East  First 
Avenue,  Denver.  Colorado  between  8:00  am  and  3:00  pm  on  nor¬ 
mal  wort  days.  Visitors  wishi^  to  see  their  records  should  provide 
a  current  Reserve  identification  card  and/or  driving  license  and 
some  verbal  information  that  could  verify  the  person’s  identifica¬ 
tion. 

Record  acccas  procedures:  Individuals  can  obtain  assistance  in 
gaining  access  from  the  Documentation  Management  Officer, 
ARPC/DADP,  7300  East  First  Avenue.  Denver,  Colorado  80280; 
telephone  (303)  394-4667. 

Csntieting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 

Manager. 

Record  source  categories:  information  from  examining  facilities. 
pbysicians(military  and  civilian),and  summary  of  physkians  evahia- 
tioo. 

Systems  exempted  from  certab  provisloas  of  the  act:  NONE 
F16003  ASGH  R 

System  name:  Air  Force  Clnkal  Laboratory  Automation  Systems 
(AFCLAS) 

System  location:  At  Air  Force  hospitals,  medkal  centers  and 
clinics.  Offkial  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notke. 

Wright-Patterson  Air  Force  Base,  Ohio  and  Andrews  Air  Force 
Base,  Maryland. 

Categories  of  indhrldsals  covered  by  the  system:  Patknts  at  above 
medkid  facilitks. 

Categories  of  records  In  the  system:  Patknt  identifiers,  demo- 
graphk  data,  laboratory  tests  requested,  test  results,  related 
scheduling  and  suspensing  information,  internal  laboratory  auditing 
and  quality  control  information. 

Authority  for  malntcuauce  of  the  system:  Title  10,  United  States 
Code,  Sections  133  and  8012. 

Routine  uses  of  records  msintalnsd  lu  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  coarse  data 
concerning  clinkal  latwratory  results  to  permanent  in  and  outpa¬ 
tient  records,  provides  schooling  and  suspense  information  to 
iaboratory  personnel,  and  provides  permanent  laboratory  records  as 
required  by  pertinent  regulations  and  polkks.  Facilitks  provision 
of  timely  and  accurate  data  to  medkal  professional  staff  for  deter¬ 
mining  patknt  care  requirements.  Provides  basis  for  workload  ac¬ 
counts  and  statistcal  analysis  of  mass  patknt  data  for  research,  in¬ 
cluding  determinatioo  of  normal  values  by  age,  sex.  and  race. 

Policies  and  practices  for  storing,  rctrtevlng,  acccssiag,  retaining, 
and  dbposlag  of  records  in  the  system: 

Storage:  Maintained  in  fik  folders. 

Maintained  in  note  books/binders. 

Maintained  on  computer  magnetk  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

In  and  outpatknt  medkal  records. 

RetrtevabiUty:  Fikd  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

FBed  by  other  identification  number  or  system  identifkr. 

Requesting  physkian,  ward  or  clink,  date  of  request,  type  of 
request. 

Safeguards:  Records  are  accessed  by  custodian  ot  the  record 
system. 

Records  are  accessed  by  pcrson(s)  responsible  for  servking  the 
record  system  in  performance  of  their  offkial  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properiy 
screened  and  cleared  for  nced-to-know. 

Records  are  accessed  by  commanders  of  medkal  centers  and 
hospHab. 


Records  are  stored  in  locked  cabinets  or  rooms 
Records  are  conlroUed  by  computer  system  software 
Rcteutlea  and  disposal:  Retained  in  computer  memory  for  up  to  7 
days  after  discharge  for  inpatknts  and/or  up  to  290  days  after  last 
clink  visit  for  outpatknts.  Length  of  retention  variabk  within 
reasonabk  limits  by  user.  Final  report  then  generated  for  patknt 
medkal  records  and  memory  erased.  Reports  also  privide  for  inter¬ 
nal  laboratory  record  requirements. 

System  maaagcr(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Data  Automation  Agency,  USAF. 

NotIHcatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notke. 

Contesting  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F16003  OSPCZPA 
System  name:  Laboratory  Course  Phase  II 
System  location:  USAF  Regional  Hospital,  March  AFB,  Ca  92308 
Categories  of  individuals  covered  by  the  system:  Enlisted  military 
personnel  assigned  for  training  as  laboratory  technkians. 

Categories  of  records  in  the  system:  Evaluation  of  quality  and 
quantity  of  wort  and  of  personal  characteristics. 

Authority  lor  maintenance  of  the  system:  10  USC  8012 
Routine  uses  of  records  maiatalucd  in  the  system,  tnclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  supervisors  to 
evaluate  students. 

Policies  and  practices  tor  storing,  retrievlsg,  accessing,  retaining, 
and  disposittg  of  records  in  the  system: 

Storage:  Maintained  in  fOe  folders. 

RetrievabiHty:  Ffled  by  Name. 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properiy  screened  and  ckared  for  need-to-know. 

Records  are  controUed  by  personnel  screening. 

Retentloa  and  disposal:  Retained  in  offke  fOes  as  long  as  student 
is  in  training  status  ,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrcm:  Chkf,  Laboratory  Servkes, 
USAF  Regional  Hospital,  March  AFB,  Ca  ^508 
Notiflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  from  training  supervisors 
Systems  exempted  from  certain  provisions  of  the  act:  NONE 

F16003  82  ALSA  ~ 

System  name:  Chain  of  Custody  Receipt 
System  location:  United  States  Air  Force  (USAF)  Hospital  EL 
mendorf  Air  Force  Base,  Alaska,  APO  Seattle  98742 
Categories  of  individnals  covered  by  the  system:  Blood  akohol 
testing  is  accomplished  on  mditary  personnel  at  the  direction  of 
proper  military  authority. 

Calories  of  records  in  the  system:  A  means  of  providing  a  con¬ 
tinuous  hand  receipt  for  blood  akohol  specimens. 

Authority  for  maintenance  of  the  system:  44  USC  3101,  Records 
Management  by  Agency  Head  -  General  Dutks. 

Routine  uses  of  records  asatetained  te  the  system,  teclnding  catego¬ 
ries  of  users  and  the  pnrpooea  of  such  uses:  Original  retained  in 
laboratory.  Copy  sent  with  blood  akohol  specimen  to  local  Security 
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Police,  Office  of  Special  Investigation!,  or  Federal  Law  Enforce¬ 
ment  Agencies. 

Polidca  and  practices  for  staring,  retrieving,  accessing,  reuining, 
and  disposing  of  records  in  tbe  system: 

Storage:  Maintained  in  file  folders. 

Rctrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safegnsrds:  Records  arc  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retentioa  and  disposal:  Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  dcstoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcr(s)  and  addrem:  Commander,  USAF  Hospital  El- 
mendurf  Air  Force  Base,  Alaska,  APO  Seattle  98742 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Identification  card  in  the  case  of  personal  request. 

Record  accem  prooednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

USAF  Hospital,  Elmendorf  AFB,  Alaska 

Contcatiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
tbe  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Individual  with  custody  of  specimen 
provides  name. 

Systesss  exempted  from  certaks  provisioua  of  the  act:  NONE 
FIMM  ASGPA  R 

System  name:  USAF  Hearing  Conservation  Record  System 

System  location:  At  Air  Force  hospitals,  medical  centers  and 
clinics.  Official  mailing  addresses  are  in  tbe  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

At  USAF  School  of  Aerospace  Medicine  (USAFSAM),  Brooks 
AFB,  TX  78235. 

Categories  of  individnab  covered  by  the  system:  AO  Air  Force  Em¬ 
ployees,  military  or  civilian  who  are  enlisted  in  the  Hearing  Conser¬ 
vation  Program  due  to  working  in  noise  hazard  areas. 

Categories  of  records  in  the  systm:  AF  Forms  1490  and  1491 
which  documents  name,  social  security  account  number,  individuals 
mOitary  grade  or  rank,  or  U.S.  Civfl  Service  grade,  date  of  birth, 
age,  sex,  USAF  specialty  code  or  job  code,  whether  in-training  or 
assigned  to  regular  duty,  the  organization  to  which  the  individual  is 
assigned  complete  with  address,  individual’s  duty  phone  number, 
whether  military  or  civilian,  date  assigned  to  duty  in  noise  occupa¬ 
tion,  brief  description  of  previous  exposure  to  noise,  time,  day  of 
week  and  date  of  audiometric  test,  time  and  date  of  last  significant 
noise  exposure  encountered  within  last  30  days,  if  any,  type  signifi¬ 
cant  to  noise  to  which  last  exposed,  type  of  audiometer  used.  i.e.. 
manual  or  automatic,  audiometer  calibration  method,  date  of  last 
audiometer  calibration,  whether  audiometric  exam  conducted  in 
prefabricated  booth  or  not,  class  of  hearing  ba?ed  on  hearing 
threshold  levels  measured.  Hearing  threshold  levels  for  500,  1000, 
2000,  3000,  4000  and  6000  frequencies  in  each  ear  including  results 
of  current  audiometric  examination,  his  reference  or  initial  ex¬ 
amination  and  any  shift  between  these  two  examinations  in  each 
ear,  whether  or  not  ear  plugs  were  issued  at  time  of  audiometric 
examination  or  have  been  previously  usued,  type  of  ear-plug  is¬ 
sued,  size  of  ear  plug  issued  for  each  ear,  if  noise  ear  muff  issued, 
if  individual  wears  glasses,  if  examiner  and  individual  consider  ear 
protection  is  satisfactory,  any  pertinent  remarks  relative  to  the  in¬ 
dividual,  noise  exposure,  hearing,  etc.;  and  the  audiometric  ex¬ 
aminer’s  name.  Air  Force  SpeciiAy  Code,  social  security  account 
number,  and  office  symbol.  File  contains  information  on  AF  Form 
1621,  Evaluation  of  Individual  Noise  Exposure,  which  is  used  to 
document  data  and  observations  relating  to  an  individual’s  exposure 
to  occupational  noise. 

Anthority  for  maintenance  of  the  system:  Title  29  Code  of  Federal 
Regubtions,  Part  1910.95  Occupational  Safety  and  Health  Stan¬ 
dards.  Public  Law  91-596,  The  Occupational  Safety  and  Health  Act; 
Executive  Order  11807,  the  Occupational  Safety  and  Health  Pro¬ 
gram  for  Federal  Employees. 

Rontine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  USAF  School  of 
Aerospace  Medicine-to  provide  continuing  review  of  tbe  Air  Force 


Hearing  Conservation  Program  by  updating  damage-risk  criteria, 
modifying  monitoring  audiometry  program  procedures,  validating 
personnel  disposition  procedures  reteting  to  occupationally  induced 
hearing  losses,  evaluating  hearing  protective  devices  and 
procedures,  ^and  research  associated  with  noise  induced  bearing 
losses.  At  the  specific  request  of  a  USAF  Medical  Facility  provide 
an  historical  record  of  the  results  of  an  individuars  monitoring  au¬ 
diometric  test  results.  Base  Medical  Personnel-to  monitor  em¬ 
ployees  health  status  for  occupational  health  programs,  to  use  in 
formubting  recommendations  to  supervisors  on  requirements  to 
remove  individual  from  further  exposure,  to  determine  need  for  in¬ 
vestigation  of  workpbee  environment  for  abnormal  exposure  condi¬ 
tions.  Employee’s  Supervisor-to  determine  whether  employee  can 
continue  to  work  in  the  exposure  situation;  to  determine  rebtive 
risk  of  various  work  bsks,  to  improve  safety  of  noise  exposure 
procedures.  Bureau  of  Employees  Compensation-Information  rebt- 
ing  to  individuals’  cbims  for  occupationally  induced  hearing  losses 

Policies  and  practices  for  storing,  retrievbg,  accessbg,  retaining, 
and  dbposing  of  records  b  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magnetic  tapes. 

RetrievabiUty:  Filed  by  Name. 

Filed  by  Socbl  Security  Account  Number  (SSAN). 

Filed  by  date  of  birth 

Air  Force  Speebity  Code,  Job  Code. 

Safeguards;  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  officbl  duties. 

Records  are  accessed  by  authonzed  personneLwho  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  controUed  by  computer  system  software. 

Retentioa  and  disposal:  At  School  of  Aerospace  Medicine, 
rebined  permanently  in  computer,  at  bases  retained  as  permanent 
part  of  medical  record  for  fifty  years  after  date  of  latest  document, 
then  destroyed. 

System  manager(s)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notifkatba  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  ^ 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  m  the  Department  of  Defense  directory  in 
the  appendix  to  tbe  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories;  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provbioas  of  the  act:  NONE 
F16006  SGPC  A 

System  name;  Central  Medical  Registry  Files 

System  location:  Armed  Forces  Central  Medical  Registry,  Brooks 
AFB  TX  78235;  Armed  Forces  medical  centers,  hospitals,  and 
clinics.  * 

Categories  of  individuab  covered  by  the  system:  Ail  individuals 
who  were  diagnosed  as  having  or  were  treated  for  cancer  in  an 
armed  forces  medical  treatment  facility. 

Categories  of  records  in  the  system:  Files  contain  summaries  of 
&eatment  provided  cancer  patients,  to  include  tumor  board  evalua 
tions,  comprehensive  chronological  summaries  of  care  rendered,  a 
locator  system,  suspense  files  for  required  follow-up  treatment 
and/or  evaluation. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Sections  125,  133  and  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  collected 
for  the  purpose  of  maintaining  an  information  service  for  the  milita¬ 
ry  departments  for  clinicai  and  statistical  analysis  of  designated 
medical  and  dental  cases,  their  treatment  and  result.!.  The  files 
serve  as  the  central  repository  of  clinical  information  relating  to  in 
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dividual!  evaluated  and/or  treated  in  Army,  Navy  and  Air  Force 
medical  facilitiea.  It  is  used  to  conduct  statistical  analysis  and  to 
provide  clinical  informatioa  to  other  federal  medical  services, 
scientific  institutions  and  qualified  members  of  the  medical  and 
dental  professions  (information  identifiable  by  name  is  released 
only  with  permission  of  the  patient).  Information  may  be  provided 
locd  hospital  tumor  registries,  physicians,  scientific  mstitutions.  In¬ 
formation  is  used  by  the  medic^  facilities  to  promote  education 
programs  and  to  develop  statistics  designed  to  be  used  as  a  basis 
for  developing  improved  diagnostic  and  therapeutic  standards.  Used 
by  the  individual  physician  or  scientist  to  develop  and  write  profes¬ 
sional  papers  and  is  used  by  hospital  tumor  registries  to  update 
their  case  records  as  to  status  and  quality  of  survival  of  individual 
patients. 

fnlkfes  and  practices  far  storteg,  retrieving,  acceasiag,  retaining, 
and  dlspoalng  af  recarda  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drams. 

Maintained  on  computer  paper  printouts. 

Maintained  on  roll  microfilm. 

Maintained  on  microfiche. 

Retrievabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safegaarda:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  persoo(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retendoa  and  disposal:  Records  located  at  the  Central  Medical 
Registry  are  retained  in  Office  files  permanently.  Records  located 
at  medical  facQities  arc  retained  in  the  office  files  until  inactivation 
of  the  tumor  board  or  the  facility,  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping  macerating,  or  burning. 

System  maaagcr(s)  and  addrcaa:  Director,  Armed  Services  Central 
Medical  Registry,  Brooks  AFB  TX  78233;  Commanders  of  armed 
forces  medical  facilities.  MEDICAL  FACILITIES. 

Nodficatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

;  full  name,  social  security  account  number  of  sponsor,  accesion 
number. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Cootestlng  record  procedures:  The  Air  Force’s  rales  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  a  state  or  local  government. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  prorisions  of  the  act:  NONE 
F16007  SGPA  A 

System  name:  Drag  Abuse  Rehabilitation  Report  System 

System  location:  At  Headquarters  United  States  Air  Force  and 
major  command  headquarters.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  Indhriduab  covered  by  the  system:  Any  active  duty 
miUtary  personnel  who  are  confirmed  as  drug  abusers  as  a  result  of 
drug  abuse  urinalysis  testing. 

Categories  of  records  in  the  system:  File  contains  Drag  Abuse 
Rehabilitation  Reports  in  Electrical  Message  Form  in  which  demo¬ 
graphic  data,  urine  testing  results  and  abuser  disposition  are 
detailed. 


Authority  for  maintenaucc  of  the  system:  Public  Law  91-313  as  ap¬ 
plied  to  Federal  agnecies  by  Section  2b  of  Executive  Order  11399, 
17  June  1971,  Comprehensive  Drag  Abuse  Prevention  and  Control 
Act  of  1970. 

Rontiac  uses  of  records  maintained  in  the  system,  incinding  cateyn- 
lies  of  users  and  the  purposes  of  such  uses:  At  HQ  USAF  to  provide 
statistical  data  for  required  reports  to  Department  of  Defense 
(DOD)  and  to  the  Spechd  Action  Office  on  Drag  Abuse  Prevention, 
White  House;  to  perform  epidemiologic  and  statistical  studies  for 
use  in  evaluating  the  effectiveness  of  Air  Force  urinalysis  testing 
programs;  to  provide  information  for  answering  congressional 
inquiries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  rctsiniug, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Retiievability:  Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  controlled  by  personnel  screening. 

Retentioa  and  disposal:  Retained  in  office  files  for  five  years 
after  annual  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating  or  burning. 

System  managers)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force,  Washington  DC  20330. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FKlOl  SGPA  A 

System  name:  Medical  Recommendation  for  Flying  Duty 

System  location:  At  headquarters  of  the  United  States  Air  Force, 
major  commands  and  major  subordinate  commands.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

At  headipiarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

At  Air  Force  hospitals,  medical  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

At  consolidated  flight  record  custodians.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendix 
to  the  Air  Force’s  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the- 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Categories  of  individnab  covered  by  the  system:  AD  Air  Force  ac¬ 
tive  duty  military  personnel. 

Personnel  on  flying  status,  performing  missQe  duties.  Air  Traffic 
Controller  duties.  Weapons  Controller  duties. 

Categories  of  records  in  the  system:  Name,  Rank,  social  security 
account  number,  command  of  assignment,  aeronautical  rating,  avia- 
tioa  service  code,  date  of  grounding,  month  in  which  flight  require¬ 
ments  were  last  met,  estimated  duration  of  incapacity  to  fly,  total 
flying  time  to  date,  type  of  action  recommended  relative  to  per¬ 
forming  flying  duties,  days  grounded,  and  information  on  suspen¬ 
sion  from  flying,  previous  waivers,  requirement  for  spectacles, 
medical  diagnosis.  Records  also  contain  correction  sheets,  trans¬ 
cript  sheets  for  individuals  not  returned  to  flying  status  after  ex- 
cusal,  grounding,  or  suspension. 

Anthority  for  mafotenance  •!  the  system:  Title  10,  United  States 
Code,  Sections  8012  and  133;  Executive  Order  9397;  Title  37 
United  States  Code,  Section  301. 
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Record  Morcc  categerke:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  paneb.  auditors,  and  so  forth. 

Information  obtained  from  medical  institutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
FUlOl  OSSGBPA 

System  name:  Aerospace  Medicine  Program  Medical  Recommenda¬ 
tion  Mbsde  Duty 

System  location:  At  Air  Force  hospitals,  medical  centers  and 
clinics.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Supporting  a  missile  musion,  individuals  commander. 

Categories  of  individuab  covered  by  the  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Assigned  mbsik  bunch  duty  as  members  of  a  combat  crew. 

Categories  of  records  in  the  system:  Individual  identification,  cer¬ 
tificate  of  awareness  of  clearance-restriction  and  appropriate  medi¬ 
cal  comment. 

Authority  for  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintabed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Notify  individuals  com¬ 
mander  of  medical  restriction-  qualification  to  perform  missile  duty 
-  missile  unit  commanders  .missile  medicine  sections  at  base  medi¬ 
cal  facility,  SAC  surgeons  office  missile  medicine  branch  •  com¬ 
mander  -to  assign  or  remove  an  individual  from  missile  duty-missile 
medicine  sections  -  to  notify  individuals  commander  of  medical 
restriction-qualification  to  perform  mbsile  duty-SAC  surgeon  moni¬ 
tor  the  health  of  SAC  mbsib  combat  crew  members. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  systim: 

Storage:  Maintained  in  file  folders. 

Retrievabllity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safegaards:  Records  are  accessed  by  custodbn  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibb  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Systens  nianagerfs)  and  address:  The  Strategic  Air  Command 
(SAC)  surgeon.  Headquarters  SAC  •  commanders  of  SAC 
hosphab,  medical  centers,  and  chaics. 

Notlficatlott  pracedare:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Fun  name,  military  sbtus,  SSAN,  air  force  base  where  medical 
record  b  maintained.  Regutrar  of  air  force  hospitals,  medical  cen¬ 
ters,  and  clinics.  Proof  of  identity  b  required. 

Record  aeceas  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Ak  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 


Routlac  ascs^  records  mafaitaiacd  la  the  system.  Including  cate^ 
lies  of  users  a^  the  purposes  of  such  uses:  Purpose  b  to  establish 
annual  cbarance,  recommend  change  in  flying,  mbsile  alert,  ab 
traffic  controller,  and  weapons  controller  status  for  medical 
reasons;  gather  data  for  statbtical  tabuhtion  of  non-effectiveness 
rates  in  Individual  Category  due  to  fllness/iojury.  Category  of  user 
and  rebted  specific  uses  are:  Base  Level  CBPOs  use  data  as  a 
basb  for  preparing  aeronautical  order  at  the  instruction  of  the  local 
commander  authorized  to  bsue  orders  suspending  flym  status; 
Flight  Managers  retain  copies  of  Medical  Recommenmtions  for 
Flying  Duty  in  the  Aircrew  Standardization  Evaluation  records  to 
reflect  medical  status  for  flying;  Local  medical  facility  maintains  a 
copy  of  the  Medical  Recommendation  for  Flying  in  individual 
heaidi  records  and  also  uses  the  Medical  Recommendation  for  Fly¬ 
ing  to  notify  local  commander,  local  flight  managers,  local  CBPO 
and  higher  headquarters  of  change  of  medical  status  of  Individual 
Category  rebtive  to  the  performance  of  lying,  missib,  ab  traffic 
control,  or  weapons  control  duty;  Major  Command  Surgeon’s  of¬ 
fice  use  the  data  to  evaluate  the  effectiveness  of  respective  base 
bvel  Aerospace  Medicine  Programs  and  to  determine  medical 
causes  of  non-effectiveness  among  respective  flying  personnel;  HQ 
USAF/SGHB,  Biometrics  Division,  uses  data  for  statistical  deter¬ 
mination  of  medical  causes  of  non-effectiveness  among  flying  per¬ 
sonnel,  as  source  document  for  individuab  removed  from  flying  for 
medical  reasons  and  not  authorized  to  return,  control  information 
when  a  rated  flyer  b  returned  after  a  removal  which  spans  two 
cabndar  years,  and  to  provide  greater  detail  than  the  coded  ab¬ 
stract  about  the  medical  reason  for  removal  from  flying. 

Polkbs  and  practices  (or  storing,  rctrbvlag,  acccssiag,  rctaluiag, 
and  dfaposbg  of  records  b  the  system: 

Storage:  Base  Level,  Major  Command  Level,  Headquarters 
United  Sbtes  Ab  Force  Level. 

Maintained  in  fib  folders. 

Maintained  in  vbibb  fib  binders/cabinets. 

Retrbvabillty:  Base  Level,  Major  Command  Level,  Headquarters 
United  States  Ab  Force  Level 

Fibd  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibb  for  servicing  the 
record  system  in  performance  of  theb  official  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  prt^ily 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitab. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controDed  by  personnel  screening. 

Retention  and  dbposal:  Original  medical  recommendations  for  fly¬ 
ing  duty  are  retained  in  individual  health  record  for  fifty  years  after 
date  of  htest  document,  then  dcstroyed.HQ  USAFfSGHB  retains 
Medical  Recommendations  for  Flying  Duty  indefinbety  or  until  data 
b  received  that  they  are  no  longer  on  active  duty  with  the  Ab 
Force;  Medical  Recommendation  for  Flying  for  rated  flyers 
returned  to  flying  are  retained  for  two  years  prior  to  the  current 
year,  then  destroyed;  coded  ’transcript  sheets’  are  retained  for  the 
five  years  prior  to  the  current  year  then  destroyed;  edits  and  audits 
of  c^ed  data  are  retained  for  the  fuD-year  prior  to  the  current 
year,  then  destroyed;  computer  Ibtings  are  retained  for  15  years 
prior  to  current  year  then  destroyed;  computer  Ibtings  on 
microfiche  are  retained  for  20  years  prior  to  current  year,  then 
destroyed. 

System  mnnagcr(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Ab  Force. 

NutHhalbn  pracedare:  Requests  frmn  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assbtance  in 
fining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Ab  Force’s  systems  notice. 

CaatestlBg  recurd  pracedares:  The  Ab  Force’s  rules  for  access  to 
records  o««d  for  contesting  and  appealing  initial  determinations  by 
the  indtvidHal  concerned  may  be  obtained  from  the  Systems 
Maruger. 


ridl02  SGPA  A 

System  tMtoc:  Ab  Force  Aerospace  Physiology  Training  Programs 
System  locatioa:  Chamber  Plight  Records  located  at  USAF 
School  of  Aerospace  Medicine,  Physiological  Education  Branch 
(USAFSAM/EDP),  Brooks  AFB  TX  78235  and  at  the  AF 
Physiological  Training  Unit  (PTU)  where  individuab  received  train- 
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ing;  Physiological  Trainbg  Monthly  Report  U  retained  at  each  AF 
PTU.  USAFSAM/EDP  Brooks  AFB  TX  78233;  Physiological  Train¬ 
ing  Records  are  located  at  AF  PTUs;  Individual  Physiological 
Training  Records  for  aircrews.  Individual  Physiological  Training 
Records  for  non-aircrew  personnel. 

At  National  Personnel  Records  Center,  Military  Personnel 
Records,  9700  Page  Boulevard,  St.  Louis,  MO  63132. 

At  Headquarters  United  States  Air  Force  and  major  command 
headquarters.  Official  mailing  addresses  are  in  the  Etepartment  of 
Defense  directory  in  the  appendix  to  the  Air  Force's  systems 
notice. 

At  consolidated  flight  record  custodians.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendix 
to  the  Air  Force’s  systems  notice. 

Categories  of  iadividnals  covered  by  the  system:  All  Aircrew  and 
non-aircrew  personnel  required  to  fly  on  Air  Force  aircraft. 

Categories  of  resords  in  the  system:  Used  for  records  accounting 
and  research.  Contains  data  on  attendance  at  formal  training,  type 
of  course  received,  quality  performance,  training  flight  profiles,  lo¬ 
cation  of  training,  age,  height,  weight  and  sex  of  trainees. 

Authority  for  maiutcnaacc  of  the  system:  Title  10,  United  States 
Code,  Section  8012  and  133. 

Routfue  uses  of  records  malataiacd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Authenticate  type  of 
training,  location  and  trainees  performance  during  course.  Exact 
flight  profiles  (altitude  chamber)  and  any  reactions  occurring  during 
fU^t  arc  maintained  by  each  PTU  for  future  authentication  of 
training.  Additional  authentication  is  provided  flight  managers  and 
scheduling  officers  and  copies  of  flight  profiles  and  reaction  data 
are  provided  USAFSAM  for  research.  A  compilation  of  select  data 
is  forwarded  to  appropriate  Cottunand  Coordinator  for  Physiologi¬ 
cal  Training  for  management  purposes.  USAFSAM/EDP/  and  the 
Test  Support  Branch  (BNT)  for  analysis  and  research  and  to  the 
Aerospace  Medicine  Divison,  HQ  USAF/SOPA  Washington  DC 
20314  for  managment  and  research.  Data  for  specific  reactors  to 
low  pressure  are  handled  as  medical  records  with  additional  dis¬ 
tribution  to  appropriate  MAJCOM  Surgeon/SOP  for  information 
and  possible  corrective  action,  to  USAFSAM/EDP/VNT  for 
research  and  analysis,  and  to  HQ  USAF/SGPA  for  pol- 
ky/management/statistical/research  analysis. 

Policies  and  practices  fur  storing,  retrieving,  accesslag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Record  of  training,  records  of  individuals  in  a  given 
class,  altitude  flight  profiles,  combined  data  of  all  individuals 
trained  each  month,  and  data  on  technicians  providing  the  training 

Maintained  in  fQe  folders. 

Maintained  in  visible  file  binders/cabinets.  Authentication  of 
training 

Maintained  in  card  files. 

Rctrievabllity:  Data  relative  to  reactors  to  low  pressure,  manage¬ 
ment  analysis  procedures,  and  authentication  of  training 

Filed  by  Name.  All  other  data  retrieval,  except  in  case  of  a  reac¬ 
tor  to  low  pressure,  is  by  translation  of  an  individual's  name  into  a 
number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  protected  by  guards. 

RetcndM  and  disposal:  Chamber  Flight  Record  (original)  at 
USAFSAM 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning.  Copies  at 
Unit 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning,  after  three 
years;  Physiological  Training  Monthly  Report  (original)  at  HQ 
USAF  and  USAFSAM 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning.  Copies  at 
other  than  HQ  USAF  and  USAFSAM 

Retained  in  office  files  untd  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 


into  pieces,  shredding,  pulping,  macerating,  or  burning,  after  three 
years;  Physiological  Traming  Record 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning,  after  6  ' 
years;  Individual  Physiologk^  Training  Records  for  non-flying  per¬ 
sonnel  retained  as  a  permanent  part  of  individual  medical  record 
for  fifty  years  after  date  of  latest  document,  then  destroyed.  For 
flying  personnel,  is  retained  in  flight  records  and  turned  over  to  in- 
dividuri  after  discharge,  separation,  retirement. 

System  maaagcr(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

,  Attention  Chief,  Aerospace  Physiology,  HQ  USAF/SGPA, 
Washington  DC  20313.  StudenU  should  provide  full  name,  military 
status,  approximate  date  and  last  location  of  training;  officers  and 
technicians  assigned  AF  Aerospace  Physiology  Programs  provide 
full  name  and  location  of  last  training.  Requestors  may  visit  Office 
of  the  Surgeon  General,  Aerospace  Medicine  Division.  Proof  of 
identity  is  by  government  ID  Card  for  active/retired,  driver’s 
license  if  otherwise. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesfing  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Physiological  Training  Unit  (PTU). 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
P16102  SGPA  B 

System  name:  USAF  Compression  Chamber  Operation 

System  location:  Treatment  Records  (original)  retained  in  in¬ 
dividual  health  record 

At  National  Personnel  Records  Center,  Civilian  Personnel 
Records,  111  Winnebago  Street,  St.  Louis,  MO  63118. 

At  Air  Force  hospitaJs,  medical  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice,  as  part  of  health  record. 
First  copy  retained  at  USAF  School  of  Aerospace  Medicine, 
Hyperbaric  Medical  Branch  (USAFSAM/EDH)  Brooks  AFB  TX 
7823S.  Other  copies 

At  Headquarters  United  States  Air  Force  and  major  command 
headquarters.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Force’s  systems 
notice,  and  individual  Physiological  Training  Unit  (PTU)  having 
Compression  Therapy  capability;  Compression  Chamber  Operations 
Record  is  retained  at  PTUs  having  Compression  Therapy  capabili¬ 
ty;  Compression  Chamber  Reactor  Case  Report  (original) 

At  National  Personnel  Records  Center,  Civilian  Personnel 
Records,  111  Winnebago  Street,  St.  Louis,  MO  63118. 

At  Air  Force  hospitals,  medical  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice,  as  part  of  health  record. 
First  copy  retained  at  USAFSAM/EDH.  Other  copies 

At  Headquarters  United  States  Air  Force  and  major  command 
headquarters.  Official  mailing  addresses  are  in  the  Etepartment  of 
Defense  directory  in  the  appendix  to  the  Air  Force’s  systems 
notice,  and  individual  PTUs  having  Compression  Therapy  capabili¬ 
ties;  Oxygen  Sensitivity  Tolerance/Pressure  Test 

At  National  Personnel  Records  Center,  Civilian  Personnel 
Records,  111  Winnebago  Street.  St  Louh,  MO  63118. 

At  Air  Force  hospitids,  medical  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice,  as  part  of  health  record 
and  USAFSAM/EDH. 

Categories  of  individnais  covered  by  the  system:  Of¬ 
ficers/technicians  performing  treatments  (normally  medical  doctors, 
aerospace  physiologists/physiological  training  technicians);  patients, 
who  are 

All  active  duty  military  personnel. 

Retired  Air  Force  military  personnel. 

Dependents  of  military  personnel  dependents  of  retired  military 
and  civilians  treated  on  an  emergency  basis. 

Categories  of  records  in  the  system:  Treatment  records  of  patient 
and  records  of  personnel  conducting  treatment  Records  of  expo- 
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sure  to  high  pressure  profiles  are  maintained  for  patient  and  per¬ 
sonnel  conducting  treatment.  Records  of  training  dives  are  main¬ 
tained  on  officers  and  technicians  performing  treatment  dives  as 
weD  as  their  physical  capabiUty/tolerance  to  perform  in  subsequent 
treatment  dives/procedures. 

Anthorlty  for  mafaiteaancc  of  the  system:  Title  10.  United  States 
Code,  Section  8012  and  Section  133. 

Ronttec  uses  of  records  mainUiacd  .in  the  system,  inclndtaig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  an  exacting 
record  for  a  patient  treated  by  compression  therapy  and  documents 
reactions  of  the  patient’s  response  to  high  presssure.  Concurrently 
it  protects  the  patient  by  insuring  that  overexposure  to  high  pres¬ 
sure  does  not  occur.  Records  are  maintained  on  persons  performing 
treatments  because  they  are  exposed  to  the  same  treatment  profiles 
as  their  patients  and  to  insure  their  capability  of  performing  treat¬ 
ment  and  to  determine  in  advance  that  they  are  not  physiologically 
susc^tible  to  potential  hazards  of  treatment  Category  of  user: 
Physicians,  aerospace  physiologists  and  technicians.  Records  are 
also  provided  to  USAF  Compression  Therapy  Center,  USAF- 
SAM/EDH,  Brooks  AFB  TX  and  the  Aerospace  Medicine  Division, 
HQ  USAF/SGPA  Washington  DC  for  research  and  statistical  analy- 
sb,  and  management  effectiveness.  Records  maintained  on  techni- 
cians/officers  conducting  procedures  are  maintained  at  treatment 
site  to  insure  overexposure  to  high  pressure  does  not  occur  and  to 
determine  professional  adequacy  to  participate  in  treatment  dives. 
Records  involving  officers/technicians  performing  treatment  are 
provided  MAICOM/SGP,  USAF  School  of  Aerospace  Medicine, 
Physiological  Education  Branch  (USAFSAM/EDP)  and  HQ 
USAF/SGPA  for  statistical  analysis,  research  and  management  ef¬ 
fectiveness  considerations. 

Policies  and  practices  for  staring,  retrieving,  acccaslag,  rctalalag, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  visible  file  binders/cabinets. 

RetrlevaMllty:  Patients  records 

Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN).  Of¬ 
ficers/technicians 

Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  protected  by  guards. 

Retentloa  and  disposal:  Treatment  Records  (original)  retained  in 
individual  health  record  for  fifty  years  after  date  of  latest  document 
and  then  destroyed.  First  copy  and  other  copies  at  USAFSAM,  HQ 
USAF  and  MAJCOMs 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning.  Other  co¬ 
pies  at  PTUs 

Retained  in  office  ffles  untfl  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning,  after  3 
years;  Compression  Chamber  Operation  Record  at  PTUS 

Retained  in  office  files  untd  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning,  after  3 
years;  Compression  Chamber  Reactor  Case  Report  (original) 
retained  in  individual  health  record  for  fifty  years  after  date  of 
latest  document,  then  destroyed.  First  copy  at  USAFSAM  and 
other  copies  at  HQ  USAF  and  MAJCOMs 

Retained  in  office  files  untd  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning.  Copies  at 
PTU 

Retained  in  office  files  untfl  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning,  after  3 
years;  Oxygen  Sensitivity  Tolerance/Pressure  Test  retained  in  in¬ 
dividual  health  record  for  fifty  years  after  date  of  latest  document, 
then  destroyed. 

System  managerfs)  aud  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Wrilfli  atlaa  pracednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 


Required  information  for  military/ex-military  is  full  name,  social 
security  account  number;  civilian  should  provide  name,  social 
security  account  number,  location  of  treatment,  and  approximate 
date  of  treatment.  Requester  may  visit  Office  of  the  Surgeon 
General.  Aerospace  Medicine  Division.  Proof  of  identity  is  by 
government  ID  card  for  active/retired  military,  driver’s  license  for 
civilians. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  By  physicians  regarding  diagno¬ 
sis/treatment. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F16104  SGPA  A 

System  name:  USAF  Master  Radiation  Exposure  Registry 

System  locatloa:  USAF  Radiological  Health  Laboratory.  (AFLC), 
Wright  Patterson  AFB,  OH  45433 

At  Air  Force  hospitals,  medical  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice.  At  base  facilities  using 
sources  of  ionizing  radiation 

At  Air  Force  installations  only.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  All  military  and 
civilian  employees  of  the  U.S.  Air  Force  who  arc  currently  or  have 
been  since  19M  included  in  the  USAF  Personnel  Dosimetry  Pro¬ 
gram. 

Categories  of  records  in  the  system:  Radiation  dosimetry  results  in 
quarterly,  annual  and  lifetime  cumulative  periods  and  results  of 
bioassays  for  radioactive  emitters. 

Authority  (or  maintenance  of  the  system:  Part  20.401(c),  Title  10, 
Chapter  1,  CFR  ’Atomic  Energy  Act  of  1954’  and  Sections  2(2), 
2(3),  Executive  Order  11807  ’Occupational  Safety  and  Health  Fto- 
gram  for  ’Federal  Employees.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  At  Radiological  Health 
Laboratory-to  maintain  throughout  the  employment  history  of 
radiation  workers  a  cumulative  record  of  occupational  radiation  ex¬ 
posure  as  required  by  Public  Law;  to  provide  that  cumulative 
record  to  any  future  employer  who  makes  a  proper  request  for  it; 
to  provide  information  to  occupational  health  personnel  and  em¬ 
ployee’s  supervisor  on  cumulative  radiation  exposure  status  of  em¬ 
ployee;  to  provide  information  to  investigators  of  radiation  ac¬ 
cidents  and  incidents  regarding  radiation  exposure  resulting  from 
the  event;  to  use  in  epidemiological  and  statistical  studies  to  deter¬ 
mine  the  effectiveness  of  Air  Force  wide  radiological  health  pro¬ 
grams,  trends  in  exposure  doses,  exposure  experiences  of  selected 
occupational  groups  and  similar  studies.  Base  Medical  Personnel-to 
monitor  employees  health  status  for  occupational  health  programs, 
to  use  in  formulating  recommendations  to  supervisors  on  require¬ 
ments  to  remove  from  further  exposure,  to  determine  need  for  in¬ 
vestigation  of  workplace  environment  for  abnormal  expsure  condi¬ 
tions.  Employee’s  Supervisor-to  determine  whether  employee  can 
continue  to  work  in  the  exposure  situation;  to  determine  which 
tasks  are  high  exposure  and  which  are  low  exposure;  to  improve 
safety  of  radiation  exposure  procedures.  Future  Employers-to  use 
as  the  basis  for  continuing  the  lifetime  cumulative  record  on  the 
employees  and  to  use  for  all  the  purposes  which  the  current  em¬ 
ployer  uses  these  records. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Retrlevability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 
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Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  computer  system  software. 

Rctcnttoa  and  dlapoaal:  Records  are  permanent  at  USAF 
Radiological  Health  Laboratory.  Retained  in  medkal  record  and  su¬ 
pervisor's  record  for  six  months  then  destroy  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagerta)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Nottfkatfnn  ptnctdnre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

CsnSfsrtsg  record  procsdurcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting 'and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers. 

Information  obtained  from  medical  institutions. 

Systems  exempted  from  certain  provisloas  of  the  act:  NONE 
Fld201  SGD  A 

System  name:  Dental  Health  Records 

System  loratlsa:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  National  Personnel  Records  Center.  Civilian  Personnel 
Records,  III  Winnebago  Street,  St.  Louis,  MO  631 18. 

At  Air  Force  hospit^,  medical  centers  and  clinics.  Official  mail- 
mg  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Other  authorized  medical  units  serving  military  personnel  and/or 
dependents,  such  as  National  Aeronautics  and  Space  Administra¬ 
tion.  Embassies,  Federal  Aviation  Agency,  Public  Health  Service. 
Veterans  Administration. 

Categorlas  nf  Indlvlduala  covered  by  the  system:  AH  active  duty 
military  personnel. 

Retired  Air  Force  military  personnel. 

Air  Force  Academy  nominees/appbeants. 

Dependents  of  military  personnel. 

Foreign  Nationals  residteg  in  the  United  States. 

American  Red  Cross  personnel. 

Peace  Corps  and  State  Department  personnel. 

Exchange  Officers. 

Categories  of  records  in  the  system:  Chronological  record  of  all 
care  received  m  military  dental  facilities.  This  is  primarily  arecord 
of  all  treatment  received  on  an  outpatient  basis  with  supporting 
documentation  such  as  consultations,  dental  history,  laboratory, 
and  x-ray  reports;  the  record  also  includes  temporary  copies  of  ap¬ 
pointment  sops  and  attendance  records  until  entered  m  the  record. 

Authority  for  mafastenaacc  of  the  system:  Title  10,  United  States 
Code,  Section  8012  and  Section  133. 

Routfaie  uses  of  records  maintained  In  the  system,  isKindIng  catego¬ 
ries  of  users  and  the  puip;>oaes  of  such  uses:  Chronologka!  record  of 
patient’s  dental  health  while  authorized  care  in  a  military  dental 
facility.  Patient-for  further  dental  care,  legal  purposes,  other  uses 
such  as  insurance  requests  or  compensation  claims  as  specifkaDy 
authorized  by  the  patient.  Dentist-for  further  dental  care  of  the  pa¬ 
tient,  research,  teaching,  legal  purposes.  Other  Patient  Care 
Providers  within  the  hospital  -  for  further  medkal/dental  care  of 
the  patient,  research,  teaching,  legal  purposes.  Hospital  and  Dental 
Staff  •  evaluation  of  dental  staff  performance  in  the  dental  care 
rendered;  dental  research;  teaching;  hospital  accreditation;  prepara¬ 
tion  of  statistkal  reports;  legal  purposes.  Army-Navy-VA-PH^any 
other  hospital,  clink,  etc  •  for  further  dental  care  of  the  patient  if 
he  is  currently  undergoing  treatment  there.  Attorneys  and  courts 
for  litigatioo  purposes.  Record  is  released  only  upon  receipt  of  the 
patient’s  signed  authorization  or  a  court  order.  Insurance  compa¬ 
nies  require  the  patients’  written  consent  for  release.  Used  for 
establishing  insurance  benefits  or  payment  of  benefits.  Other  Air 
Force  Agencks  -  such  as  Central  Tumor  Registry  whkh  maintains 
fSes  on  all  patknts  in  whom  a  malignancy  has  b^n  diagnosed;  Of- 
fke  of  Special  Investigations  when  required  for  an  investigation 
they  are  conducting;  Judge  Advocate  General  for  litigation  pur¬ 
poses.  Other  Federd  and  State  Agencks  -  such  as  the  Veterans’ 
AdminktratioD  and  Department  of  Labor  (workmen’s  compensa¬ 
tion)  for  adjudication  of  claims;  reporting  communicable  disease  or 


other  conditions  required  by  law.  Other  persons  or  agencks  as 
specifkally  authorize  by  the  patknt. 

Polkks  and  practices  lar  stariag,  rctrtevlag,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  ia  fik  folders. 

Maintained  in  note  books/binders. 

Maintained  in  visible  fik  binders/cabinets. 

Maintained  in  card  fiks. 

Maintained  on  x-ray  film. 

Maintained  as  photographs. 

Retrkvability:  Fikd  by  Name. 

Fikd  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Servke  Number. 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibk  for  servking  the 
record  system  in  performance  of  their  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  ckared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medkal  centers  and 
hospitals. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controUed  by  personnel  screening. 

Retentton  and  dispesai:  Records  for  mihtaiy  personnel  are 
retained  for  fifty  years  after  date  of  last  document;  for  aO  others, 
twenty-five  years.  WhOe  on  active  duty,  the  Health  Record  of  a  US 
milita^  member  is  maintained  at  the  diental  unit  at  whkh  the  per¬ 
son  receives  treatment.  On  separation/retirement  the  records  are 
forwarded  to  National  Persoimel  Records  Center  (NPRC/MPR)  or 
other  designated  depository;  such  as  Air  Reserve  Personnel  Center, 
if  reservist;  to  appropriate  state  National  Guard  unit,  if  National 
Guard  member,  to  appropriate  Veterans  Administration  Regional 
Offke,  if  VA  claim  has  been  fOed.  Records  of  other  personnel  may 
be  handcankd  or  maikd  to  the  next  military  medkal  facility  at 
whkh  treatment  will  be  received,  or  the  records  are  retained  at  the 
treating  facility  for  a  minimum  of  1  year  after  date  of  last  treatment 
then  retired  to  NPRC  or  other  designated  depository,  such  as  but 
not  limited  to.  Commandant  (PM)  US  Coast  Guard,  Washington 
DC  20226  for  Coast  Guard  active  duty  members;  Medical  Director, 
Amerkan  Red  Cross,  Washington  DC  20006  for  Red  Cross  Person¬ 
nel. 

System  managerfs)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Assistant  Surgeon  General  for  Dental  Servkes,  USAF;  comman¬ 
ders  of  medkal  centers,  hospitals,  clinks,  medkal  aid  stations  - 
Military  Personnel  Center  Director  National  Personnel  Record 
Center  (military)  9700  Page  Blvd,  St  Louis  MO  63212;  Director, 
National  Personnel  Record  Center  (civilian).  111  Winnebago  Sl,  St 
Louis  MO  63118,  individuals  who  have  records  responsibflhy  at  all 
other  authorized  medkal  units  servicing  military  personnel  and 
their  dependents. 

Notifkalion  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Compkte  name,  social  security  account  number  of  individual 
through  whom  eligibility  for  care  is  established,  year  in  whkh  treat¬ 
ment  was  received,  location  treatment  was  received,  whether  treat¬ 
ment  was  on  an  inpatknt  or  outpatknt  basis.  Above 
SYSMANAGERS  or  in  the  case  of  Air  Force  medical  facSites,  the 
Registrar’s  offke  of  the  hospital.  An  appropriately  signed 
auAorization  for  the  release  of  the  information  is  required.  In¬ 
dividual’s  compkte  name  and  social  security  account  number  of  in¬ 
dividual  thiou^  whom  eligibility  for  care  is  established. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notke. 

Contesting  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  kitial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medkal  in¬ 
stitutions. 

Systems  exempted  from  certain  provfatont  of  toe  act:  NONE 
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SyitcB  uuBc:  Periodic  Occupation  Vision  Record 

SysteB  location:  USAF  Regional  Hospital.  March  AFB,  CA 
92508. 

Categories  ol  individaals  covered  by  the  system:  Individuals  work¬ 
ing  in  areas  that  require  surveillance  by  the  base  Occupational  Vi¬ 
sion  Team. 

Categories  of  records  hi  the  system:  Personal  mfonnation.  visual 
profile,  eye  hazard. 

Authority  tor  maintenance  of  the  system:  10  USC  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Used  as  long  as  in¬ 
dividual  works  in  hazai^ous  areas. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dhpaeMg  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

RctiievabUity:  Filed  by  Name. 

Safegaards:  Base  occupational  team  members. 

Retentioa  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  maaagerfs)  and  addrem:  Chairman,  Occupational  Vision 
Team.  March  AFB  CA  92508. 

NotWeatfon  proecdarc:  Requests  from  individuab  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Conteadog  record  proc^nres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  esempted  from  certain  provisloas  of  the  act:  NONE 
Pld202  SGD  A 

System  name:  Dental  Personnel  Actions 

Sjotem  location:  U.S.  Air  Force  Surgeon  General,  Office  of  the 
Assistant  Surgeon  General  for  Dental  Services,  Room  6A179,  For- 
restal  Building.  Washington,  D.  C.  20314,  (HQ  USAF/SGD) 

Categories  of  Individaab  covered  by  the  system:  All  individuals 
who  are  or  have  been  assoebted  with  the  Air  Force  Dental  Service 

Categories  of  records  In  the  system:  General  Correspondence 
rebdng  to  dental  personnel  actions;  for  example,  but  not  limited  to 
Awards  and  Decorations,  Letters  of  Appreebtion,  Favorable  Com¬ 
munications,  Promotion  Letters.  Retirement  Letters,  Resignation 
Letters,  Letters  of  Congratubtion,  Board  Certifbd  Specialnb, 
Chief  Dentbts  Badge  Sebetion  Board.  Moonlighting  Program,  Mili¬ 
tary  Assbtance  Program,  Dental  School  Represenbtives  Program. 
Air  Force  Reserve  Forces  Personnel  hstmgs,  AFSC  Prefu  Awards 
(A&W),  Dental  Consultant  Program,  Uniformed  Services  Universi¬ 
ty  of  Health  Sebnees  (USUHS),  Tri-Service  Exhibit  Monitors,  Ad- 
minbtration  of  Office  Personnel 

Autharlty  fur  matatenance  of  the  system:  Tide  10  USC,  Section 
8012;  Title  10  USC,  Section  133 

Routlac  uses  of  records  mabtained  in  the  system,  Includbg  catego¬ 
ries  ol  users  and  the  purposes  of  such  uses:  Supporting  Documenta¬ 
tion  for  Air  Froce  Staff  for  establblung  policbs  and  procedures  of 
professional  personnel  activities  for  the  Air  Force  Dental  Service. 
Other  persons  or  agenebs  as  specifically  authorized  by  the  m- 
dividual  concerned. 

Policies  and  practices  for  storing,  retrieving,  acccasbg,  retatebg, 
and  disposing  of  records  in  the  system: 

Storage:  Mamtamed  m  ffle  folders. 

Mamtamed  m  note  books/buders. 

Mamtamed  m  visibb  fib  bmders/cabmets. 

Mamtamed  m  card  fibs. 

Mamtained  on  computer  paper  printouts. 

Retrtevabllity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodbn  of  the  record 
system. 


Records  are  accessed  by  person(s)  responsible  for  serviemg  the 
record  system  m  performance  of  their  offbbi  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  m  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screenmg. 

Retention  and  dbpaaal:  Records  are  retamed  m  active  fib  for 
three  years  or  until  purpose  has  been  served,  then  destroyed,  by 
tearing  into  pieces,  shredding,  pulping,  macerating  or  burning 

System  manager(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

'Assutant  Surgeon  General  for  Dental  Servbes.  HQ  USAF 

Notification  procednte:  Request^  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Compbte  name.  Social  Secruity  Account  Number,  and  military 
status  of  individual  requesting 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rubs  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provbioas  of  the  act:  NONE 
F16202  SGD  B 

System  name:  Dental  Professional  Activities 

System  location:  At  Headquarters  United  States  Air  Force  and 
major  command  headquarters.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

At  Air  Force  hospitab,  medbal  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  individuab  edvered  hy  the  system:  All  individuals 
who  are  or  have  been  associated  with  the  Air  Force  Dental  Servbe 

Categories  of  records  in  the  system:  General  Correspondence 
rebting  to  dental  professional  activities;  for  exampb,  but  not 
limited  to  correspondence  from  ASD  (H&E)  Special  Assistant  for 
Dental  Affairs,  ADA  Council  on  Scbntific  Sessions-Table  Clinics, 
Professional  Academbs,  Professional  Associations,  Professional 
Soebties,  Specialty  Boards;  and  Academk  Reports,  Teaching  Re¬ 
ports,  and  Dpntal  Servbe  Report  (D.D.477a) 

Authority  (or  maiatenaacc  of  the  system:  Title  10  USC,  Section 
8012;  Titb  10  USC.  Section  133 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Supporting  documenta¬ 
tion  for  Air  Force  Staff  for  eatablishiag  poUebs  and  procedures  of 
professbnal  personnel  activities  for  the  Air  Force  Dental  Servbe. 
Other  persons  or  agenebs  as  specifbally  authorized  by  the  in¬ 
dividual  concerned. 

Policies  and  practices  (or  storing,  retrbvbg,  accessing,  retaintag, 
and  disposing  of  records  in  the  system: 

Storage:  Mamtained  in  ffle  folders. 

Mamtamed  m  note  books/bmders. 

Maintained  m  visibb  ffle  bmders/cabmets. 

Retrtevabllity:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Institution  attended  and  date 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibb  for  servbing  the 
record  system  m  performance  of  their  offbial  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medbal  centers  and 
hospitab. 
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Records  are  stored  is  locked  cabinets  or  rooms. 

Records  are  protected  by  guards. 

Records  arc  controlled  by  personnel  screening. 

Retention  and  disposal:  Records  are  retained  in  active  file  for 
three  years  or  until  purpose  has  been  served,  then  destroyed,  by 
tearing  into  pieces,  shredding,  pulping,  macerating  or  burning. 

System  managerfs)  and  addrem:  The  Surgeon  General.  Headquar* 
ters  United  States  Air  Force. 

Assistant  Surgeon  Genrral  for  Dental  Services,  HQ  USAF 

NodflcaHon  proccdnra:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accca  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Cooleatlng  record  proc^nrea:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certaM  provlslous  of  the  act:  NONE 
riMOl  GHXO  S 
System  name:  Patient  Evacuation  Manifest 

System  Iscstlsn:  Patient  Airlift  Center,  375th  Aeromedkal  Airlift 
Wing,  Scott  AFB  IL  62225  Office  of  the  Command  Surgeon,  Mili¬ 
tary  Airlift  Command,  Scott  AFB  IL  62225  Aeromedkal  Evacua¬ 
tion  Control  Center  (AECO,  57th  Aeromedkal  Evacuation 
Squadron.  Scott  AFB  IL  62225  AECC,  9th  Aeromedkal  Evacua¬ 
tion  Squadron,  APO  San  Francisco  96274  AECC,  58th  Aeromedkal 
Evacuation  Squadron,  APO  New  York  09057 

Categories  of  hsdhrldnals  covered  by  the  system:  Any  patient  or  at¬ 
tendant  provided  transportation  by  the  Air  Force  aeromedkal 
evacuation  system. 

Categories  of  records  hs  the  system:  FOes  contain  a  list  of  patknts 
aitd  attendants  moved  by  aeromedkal  evacuation. 

Anthoiity  for  malatenance  of  the  system:  10  USC  8012 

Routiae  uses  of  records  maintained  in  the  system,  inclnding  catego- 
lim  of  users  and  the  purposes  of  such  uses:  Patient  Airlift  Center  and 
AECCs-To  develop  fU^t  itineraries  and  patknt  loading  plans, 
prepare  necessary  equipment  and  medkines  for  inflight  patknt 
care,  determine  medkal  crew  requirements,  maintain  statistkal  data 
for  planning  long-range  flight  scheduks,  study  trends  in  patknt 
flow,  monitor  effectiveness  of  the  aeromedkal  evacuation  system. 
Military  Airlift  Command-To  compik  aeromedkal  evacuation 
statistks,  develop  long-range  patknt  evacuation  plans,  monitor  ef¬ 
fectiveness  of  the  aeromedkal  evacuation  system. 

Policies,  and  practices  for  storing,  retrkvfaig,  accessing,  retaining, 
and  dlspsslng  of  records  M  the  system; 

Storage:  Maintained  in  fOe  folders. 

Maintained  on  computer  magnetk  tapes. 

Retrlevabillty:  Filed  chronologkally  by  manifest  and  flight 
number  and  day  flight  operated. 

Safeguards:  Records  are  accessed  by  personfs)  re^nsibk  for 
servking  the  record  system  in  performance  of  their  offkial  dutks. 

Records  are  stored  in  security  ffle  containers/cabinets. 

Relentlan  and  disposal:  Retained  in  offke  fiks  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pkces,  shredding, 
pu4>ing,  macerating,  or  burning. 

Computer  tapes  are  retained  indefinitely 

System  maaagerfs)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notifleatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  375th  Aeromedkal  Airlift  Wing/SG, 
Scott  AFB  IL  62225 

Contesting  record  proeedurcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Information  obtained  from  medkal  in¬ 
stitutions. 

Systems  exempted  from  cert^  provisions  of  the  act:  NONE 
F16M2  CSGH  R 

System  name:  MAMS-R  (Medkal  Administrative  Management 
System  -  Revision) 

System  location;  At  Air  Force  hospitals,  medkal  centers  and 
clinks.  Offkial  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notke. 

MAMS-R  feeds  information  to  current  MAMS 

Categories  of  individuals  covered  by  the  system:  Patknts  and  em¬ 
ployees  that  are  treated  at  Air  Force  medk^  facilitks 

Categories  of  records  in  the  system:  Patknt  identifkr,  demo¬ 
graphic  data,  diagnosis  data,  surgkal  operation  data,  statistkal  data 
pertaining  to  days  under  treatment,  disposition  data,  and  data  as¬ 
sociated  with  m^ical  facility  personneL 

Authority  for  maintenance  of  the  system:  Titk  10  USC  Sections 
133  and  8012 

Routiae  uses  of  records  maintained  M  the  system,  includkg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  source  data 
pertaining  to  treatment  of  patients  rendered  by  Air  Force  medkal 
facilities.  Data  used  by  medkal  managers  in  planning,  directing, 
and  controlling  operation  of  medkal  facility.  Provides  other  medkal 
personnel  data  required  for  day  to  day  operation  of  a  medkal  faedi- 
ty.  Provides  statistkal  data  to  current  MAMS  system  at  MAJCOM 
and  HQ  USAF. 

Policies  snd  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fik  folders. 

Maintained  in  note  books/binders. 

Maintained  on  computer  magnetk  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Retrkvability:  Ffled  by  Social  Security  Account  Number  (SSAN). 

Fikd  by  other  identifkation  number  or  system  identifkr. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibk  for  servking  the 
record  system  in  performance  of  their  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medkal  centers  and 
hospitals. 

Records  are  controOed  by  computer  system  software. 

Retentlou  and  disposal:  Retained  in  offke  fiks  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pkces,  shredding, 
pulping,  macerating,  or  burning. 

Retained  for  two  years  after  end  of  year  in  whkh  the  case  was 
closed,  then  destroyed  by  tearing  into  pkces,  shredding,  pulping, 
macerating,  or  burning. 

Retained  in  offke  fiks  for  two  years  after  annual  cut-off,  then 
destoyed  by  tearing  into  pkces,  shredding,  pulping,  macerating,  or 
burning. 

Retained  in  office  ffles  until  superseded,  obsokte,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pkces,  shredding,  pulping,  macerating,  or  burning. 

Maintained  on  computer  history  fOe  via  magnetk  tape  storage. 
Duration  of  storage  not  yet  determined,  but  wiO  not  exceed  5  years. 

System  managerfs)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Data  Automation  Agency,  USAF,  and  medkal  facility  comman¬ 
ders  at  each  location. 

NotificatiMi  pracednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  arc  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  An  Force’s  systems  notice. 

Contesting  record  procodwes:  The  Air  Force’s  mks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Inforasation  obtained  from  medkal  in- 
sthations. 
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Information  obtained  from  automated  syatera  interfaces. 

Systems  exempted  from  certata  proeWotts  nf  the  act:  NONE 
FldM2  SGHB  B 
System  name:  Casualties  in  Southeast  Asia 

System  locatioa:  At  Headquarters  United  States  Air  Force. 
Washington  DC  20330. 

Categories  of  iadividaals  covered  by  the  system:  Air  Force  person¬ 
nel  killed,  wounded  in  action  in  Southeast  Asia  or  declared  dead 
after  having  been  missing  in  action. 

Categories  of  records  la  the  system:  Abstraction  of  casualty  re¬ 
ports  provided  to  Air  Force  Military  Personnel  Center. 

Authority  for  matateBaacc  of  the  system:  Title  10,  US  Code  Sec¬ 
tion  133  and  Section  8012  Executive  Order  9397 

RoutiBC  uses  of  records  maiataiaed  ia  the  system,  iacindiag  catego- 
rfcs  at  users  aad  the  purposes  of  such  uses:  Statistical  research  on 
type  of  casualty  and  the  preparation  of  special  reports  on  the  medi- 
^  care  required  by  battle  casualties. 

Policies  aad  practices  for  storiag,  retrieviag,  accessing,  retalaing, 
aad  dlspselag  of  records  ia  fkt  system: 

Storage:  Maintained  in  f^  folders. 

RctrievabUlty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safegaarda:  Records  are  accessed  by  personfs)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rcteatioa  and  disposal:  Retention  time  not  determined. 

System  maaagerts)  aad  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

NodfkatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Complete  name  (including  maiden  name,  if  applicable).  Social 
Security  Account  Number  of  individual  through  whom  eligibility 
for  care  is  established,  year  in  which  treatment  was  provided, 
whether  treatment  was  on  an  inpatient  or  outpatient  basis.  If  a  de¬ 
pendent,  specify  relationship  to  sponsor,  e.g.,  wife,  oldest  chOd, 
second  oldest  child,  etc. 

Record  aceem  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Contesting  record  procedures:  The  Aii  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  cmtala  provisions  of  the  act.  NONE 
Fld802  SGPC  A 

System  aame:  16802  SGPC  A  Child  Advocacy  Case  Ffles 

System  locatioa:  At  Headquarters  United  States  Air  Force,  Office 
of  the  Surgeon  General,  Directorate  of  Professional  Services,  Clini¬ 
cal  Medicine  Division.  1000  Independence  Avenue,  Washington. 
D.C.  20314;  Major  Command  Surgeon’s  Office;  and  Air  Force 
hospitals,  medksi  centers  and  cbnics.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notices. 

Categories  of  iadlvlduals  covered  by  the  system:  AO  children  enti¬ 
tled  to  care  at  Air  Force  medical  and  dental  facilities  whose  abuse 
or  neglect  is  brought  to  the  attention  of  appropriate  authorities  and 
aO  persons  suspected  of  abusing  or  neglecting  such  children. 

Categories  of  records  la  the  system:  Medical  records  of  suspected 
and  estabhshed  cases  of  child  abuse  or  neglect,  investigative  re¬ 
ports,  correspondence,  child  advocacy  committee  reports,  follow¬ 
up  and  evaluative  reports,  and  any  other  supportive  data  assembled 
r^vant  to  individual  child  advocacy  program  files. 

Authority  for  maiatenaace  of  the  system:  S  U.S.C.  301;  10  U.S.C. 
8012;  44  U.S.C.  3101. 

Routine  aaes  of  records  matetaiaed  in  the  system,  iacindiag  catego¬ 
ries  of  asers  aad  the  parpooes  of  such  uses:  Officios  and  employees 
of  the  Department  of  the  Air  Force  in  the  performance  of  their  of¬ 
ficial  duties  relating  to  health  and  medical  treatment  of  members 


and  former  members  of  the  uniformed  services,  civilians,  and  de¬ 
pendents  receiving  medical  care  under  Air  Force  auspices;  per¬ 
formance  of  research  studies  and  compilation  of  statistical  data.  Of¬ 
ficials  and  employees  of  other  components  of  the  Department  of 
Defense  and  other  Departments  and  agencies  of  the  Executive 
Branch  of  government  in  the  performance  of  their  official  duties 
relating  to  the  coordination  of  child  advocacy  programs,  medical 
care  and  research  concemingchild  abuse  and  ne^ct.  The  Attorney 
General  of  the  United  States  or  his  authorized  representatives  in 
connection  with  litigation,  or  other  matters  under  the  direct  ju¬ 
risdiction  of  the  Department  of  Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies.  Federal,  state  or 
local  governmental  agencies  when  it  is  deemed  appropriate  to  util¬ 
ize  civilian  resources  in  the  counseling  and  treatment  of  individuals 
or  families  involved  in  child  abuse  or  neglect,  or  when  it  is  deemed 
appropriate  or  necessary  to  refer  a  case  to  civilian  authorities  for 
civil  or  criminal  law  enforcement.  Authorized  officials  and  em¬ 
ployees  of  private  organizations  and  individuals  for  health  research 
in  the  interest  of  the  federal  government  and  the  public;  and 
authorized  surveying  bodies  for  professional  certification  and  ac¬ 
creditation. 

Policies  aad  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposiag  of  records  ia  the  system: 

Storage:  Records  may  be  stored  in  file  folders,  microfilm  or  mag¬ 
netic  tape,  punched  cards,  machine  lists,  discs,  and  other  compu¬ 
terized  or  machine  readable  media. 

RetrievabilUy:  Records  are  retrieved  by  name  of  the  abused  or 
neglected  child  and  the  social  security  number  of  the  sponsor  or 
guardian. 

Safeguards:  Records  are  maintained  in  various  kinds  of  filing 
equipment  in  specified  monitored  or  controlled  access  rooms  or 
areas.  Public  access  is  not  permitted.  Records  are  accessible  only  to 
authorized  personnel  that  are  properly  screened  and  trained,  and  on 
a  need  to  i^ow  basis  only.  Computer  terminals  are  located  in  su¬ 
pervised  areas  with  access  controlled  by  password  or  other  user 
code  system. 

Rcteatioa  and  disposal:  Retained  in  office  files  for  five  years 
after  the  end  of  year  in  which  case  was  closed,  retired  to  National 
Personnel  Records  Center  (Civilian).  Ill  Winnebago  Street,  St 
Louis,  Missouri  63118. 

System  maaagcr(s)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force,  Major  Command  Surgeons,  comman¬ 
ders  of  medical  centers,  hospitals,  and  clinics. 

NotificatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager  at  Air  Force  hospitals,  medical 
centers  and  clinks.  Requests  should  include  name,  social  security 
account  number  of  sponsor  location,  and  place  of  incident. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager.  Mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notke. 

Coatestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Reports  from  physkians  and  other 
medical  department  personnel  reports  and  information  from  other 
sources  including  educational  institutions,  medkal  institutions,  law 
enforcement  agencies,  publk  and  private  health  and  welfare  agen- 
cks,  and  witnesses. 

Systems  exempted  from  certaia  provIsioBS  of  the  act:  Parts  of  this 
system  may  be  exempt  under  S  U.S.C.  SS2a(kK2)  and  (S),  as  ap- 
plkabk.  For  additional  information  contact  the  System  Manager(s). 

F16802  ORKNMDA 

System  name:  Civilian  Health/Medical  Program  of  Uniformed  Ser¬ 
vices  (CHAMPUS)  Case  Claim  FUes 

System  locatioa:  Commander  Eighth  Air  Force  USAF  Clink  An¬ 
dersen  (Registrar)  APO  96334.  AD  of  Guam  (bask  program)  USAF 
Hosp  Clailr  (Registrar), APO  96274  aO  of  PhiDipines, Thailand, 
Taiwan  (bask  program)  USAF  Hosp  Tachikawa  (Registrar),APO 
96323  Kanto  Hains,  Hakata  aO  of  Korea  (bask  program)  USAF 
Hosp  Misawa  (Registrar),APO  96S19,Misawa  and  Chitose  (basic 
program)  USAF  clink  Kadena  (Registrar),APO  96239,all  of 
Okinawa  (bask  program)  the  remainder  of  Air  Force  claims  in 
Pacifk  Air  Force(PACAF)  command  area,  along  with  Air  Force 
claims  from  India,  Sri  Lanka, Pakistan  Nepal.and  Afghanistan  ia 
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processed  and  filed  by  commander  in  chief  Pacific  Air  Forces 
(CINCPACAFMScamp),APO  96SS3(basic  profram  and  entire  han¬ 
dicapped  program  for  command). 

Categories  of  iadlvidaab  covered  by  the  system:  dependents  of  Air 
Force  personnel  retired  Air  Force  military  personnel  dependents  of 
retired  and  deceased  AF  personnel. 

Categories  of  records  in  the  system:  medical  reports  invoices  and 
receipts  for  treatment. 

Anthority  for  maiatcnaace  of  the  system:  Of  Title  10  US  Code 
1071-1087. 

Rootiae  ases  of  records  mafastalaed  la  the  system,  iacludiag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  for  determination  if 
claim  is  authorized  for  payment  for  screening  against  duplicate  pay¬ 
ments  for  same  service  serves  as  auditable  records  to  support  com¬ 
putations  of  amount  of  payments  made  to  claimants  categories  of 
users  are  physicians  for  diagnosis  hospital  administrative  personnel 
for  determining  if  care  is  authorized  and  to  compute  amount  to  be 
paid  accounting  and  finance  office  for  supporting  documents  to 
support  payment  of  claims  auditors  -  to  determine  payment  com¬ 
putations  were  made  in  accordance  with  directives. 

Fulidcs  aad  practices  for  storlag,  rctrleviag,  acccssiag,  retaiaing, 
aad  dkposlag  of  records  la  the  system: 

Storage:  Maintained  in  file  folders. 

Rctrievablllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  pcrson(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medkal  centers  and 
hospitals. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rateatloa  aad  disposal:  records  are  kept  on  a  fiscal  year  basis  and 
are  brought  forward  to  current  year  if  they  are  stiO  active.  Records 
are  cut  off  at  end  of  fiscal  year  and  destroyed  after  5  years  by  tear¬ 
ing  into  pieces,shredding,pulping,macerating,or  burning  signed 
requests  from  individual  concerned  must  be  forwarded  to  office  of 
record.  Request  should  include  full  name  of  individual  and  full 
name  of  sponsor  and  his  social  security  account  number,  with  Air 
Force  claims  from  India.Sri  Lanka, Pakistan, Nepal, and  Afghanistan 
is  processed  and  filed  by  CINCPACAF  surgeon  general,  APO  San 
Francisco,96353  basic  program  and  entire  huidkapped  program  for 
the  command. 

System  managerfs)  aad  yddiem:  Commander  Eighth  Air  Force 
USAF  Clinic  Andersen  (Registrar)APO  San  Francisco  96334.all  of 
Guam  (bask  program)  USAF  Hosp  Clark  (Registrar)  APO  San 
Francisco  96274  aO  of  PhiUpincs, Thailand  .  Taiwan  (bask  program) 
USAF  Hosp  Tachikawa  (Registrar),APO  San  Francisco  96323 
Kanto  Plains,Hakata,  aO  of  Korea  (bask  program)  USAF  Hosp 
Misawa  (Registrar),APO  San  Francisco  96S19,Misawa  and  Chitose 
(bask  program)  USAF  clink  Kadena  (Registrar),APO  96239,all  of 
Okkawa  ^ask  program)  the  remainder  of  Ak  Force  claims  in 
Pacifk  Command  area  alone. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  pracednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notke. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  physkians,  hospitals,  dentists,  clinks, 
pharmacy,  commerciM  medkal  supply  houses,  other  providers  of 
medkal  associated  care. 

Systems  exempted  from  certain  provisiona  of  the  act:  NONE 
F16M3  ASGHB  R 

System  name:  Patknt  Index  and  Locator  System 

System  locatloa:  At  National  Personnel  Records  Center,  Civilian 
Personnel  Records,  Ill  Winnebago  Street,  St.  Louis,  MO  63118. 

At  National  Personnel  Records  Center,  Military  Personnel 
Records,  9700  Page  Boukvard,  SL  Loun,  MO  63132. 

At  Air  Force  hospitals,  medkal  centers  and  clinics.  Official  mafl- 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notke. 


Categories  of  individuals  covered  by  the  system:  PatienU  currently 
hospitalized  or  for  whom  the  facility  maintains  a  clinkal  record  or 
an  outpatknt  record. 

CategorlM  of  records  in  the  system:  Cards,  3x3  whkh  contain  pa¬ 
tknt  identification  data  used  as  a  nominal  index  to  all  patients  ad¬ 
mitted  to  the  facility  or  whose  outpatknt  record  is  maintained  by 
the  facility. 

Authority  lor  maiatcnaace  of  the  system:  Thk  10,  U.S.  Code  Sec¬ 
tions  133  and  8012. 

Rootlac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Master  index  of  all  pa- 
tknts  who  have  been  hospitalized  in  the  medical  facility.  Also  used 
as  a  patknt  locator  system  during  hospitalization  by  various 
hospital  and  base  personnel  such  as  the  information  desk, 
chaplains,  patknt  control  file.  Master  alphabetkal  index  to  aH  out¬ 
patknt  records.  Retired  to  the  Records  Centers  with  records  to 
whkh  they  pertain. 

Policies  aad  praetkes  for  storing,  retrieving,  accessing,  retaiaiag, 
sad  dbposittg  of  records  in  the  system: 

Storage:  Maintained  in  card  ffles. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  personfs)  responsibk  for  servking  the 
record  system  in  performance  of  their  offkial  dutks. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medkal  centers  and 
hospitals. 

Records  arc  controUed  by  personnel  screening. 

Roteation  aad  disposal:  Master  index  retained  permanently  or 
until  facility  deactivated  at  whkh  time  it  is  destroyed  by  burning  or 
shredding.  Locator  cards  are  destroyed  by  burning  or  shredding 
when  purpose  has  been  served.  Cards  retved  to  Records  Centers 
are  retained  for  twenty-five  years  after  date  of  last  document  for 
civilian  records  and  for  fifty  years  after  date  of  last  document  for 
military  records  at  whkh  time  destroyed  by  burning  or  shredding. 

System  maaageifs)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Commanders  of  hospitals,  medkal  centers  and  clinks;  Directors 
of  National  Personnel  Records  Centers,  mShary  or  civilian. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notke. 

Contesting  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Patknt  or  legal  representative. 

Systems  exempted  from  certain  provlsioas  of  the  act:  NONE 
F16803  SGH  A 

System  name:  OASIS  (Outpatknt  Appointment  Scheduling  Informa¬ 
tion  System) 

System  locatloa:  National  Naval  Medkal  Center,  Bethesda; 
USAF  Medkal  Center  Wright-Patterson  AFB,  Ohio 

Categories  of  individuals  covered  by  the  system:  Patknts  treated  at 
Department  of  Defense  Medkal  facilitks.  Data  associated  with 
medkal  facility  personnel 

Categories  of  records  in  the  system:  Patknt  identifiers,  demo- 
graphk  data,  appointment  data 

Authority  for  mahstcaance  of  the  system:  Titk  10  USC  Sections 
133  and  8012 

Routiac  uses  of  records  malatatecd  in  the  system,  iacludiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provides  source  data 
pertaining  to  appointments  for  patknts  at  Department  of  Defense 
medkal  facilitks.  Provides  statistkal  data  for  operation  of  medkal 
facility  and  scheduling  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainMg, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fOe  folders. 

Maintained  in  note  books/binders. 
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Storatc:  Maintained  in  file  folden. 
Maintained  in  note  bookt/binders. 


Maintained  on  computer  magnetic  tapea. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

RctHerabllily:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitab. 

Records  are  controlled  by  personnel  screening. 

Records  are  controlled  by  computer  system  software. 

Rctcntioa  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  ^redding, 
pulping,  macerating,  or  burning. 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managcifs)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

The  Surgeon  General,  Headquarters  United  States  Navy;  medical 
facility  commanders  Official  mailing  addresses  are  in  DOD  Directo¬ 
ry  in  the  Appendix  to  Air  Force  Systems  notice. 

Natllhathm  praccdurc:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  proccdarcs:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

CoalcatiBg  reeard  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
die  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aoorcc  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  automated  system  interfaces. 

Systems  exempted  from  certaM  provisions  of  the  act:  NONE 
F1M03  SGHB  B 

System  aame:  Admission  and  Disposition  System 

System  iocatioa:  At  Air  Force  hospitals,  medical  centers  and 
cHnKS.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

At  consolidated  base  personnel  offices  only.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendix 
to  the  Air  Force’s  systems  notice. 

At  accounting  and  finance  offices  at  Air  Force  bases.  OfHcial 
maOing  addresses  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  Air  Force’s  systems  notice. 

Catagorlm  af  hsdhrldaab  covered  by  the  system:  All  patients  ad¬ 
mitted  for  treatment  as  inpatients  and  all  military  patients  not 
hospitalized  but  treated  on  an  excused-from-duty  status. 

Categories  of  records  hi  the  system:  Lbt  compiled  each  day  of  pa- 
tienb  admitted,  dbeharged,  di^,  incurting  change  in  status,  etc  at 
the  hospital  on  the  previous  day. 

Arthorhy  tar  maialeaaacc  af  the  system:  Title  10,  U.S.  Code  Sec¬ 
tions  133  and  8012  and  44  USC  3101 

Rauthse  aaes  af  records  matataiaed  hi  the  system,  iacladl^  catc^ 
rics  af  asers  aad  the  parpases  af  sach  aaes:  Interiial  adminbtration 
ot  the  medical  facility;  by  unit  commanders  and  Consolidated  Base 
Personnel  Office  for  personnel  reporting;  as  a  reference  in  checking 
any  discrepancies  that  may  develop  in  preparing  statutical  reports; 
daiy  statement  of  patient  strength  for  tte  medi^  facflhy  food  ser¬ 
vice  officer;  checklist  of  patienb  who  receive  hospital  treatment 
for  which  tte  Air  Force  b  entitled  to  reimbnrsement;  local  servic¬ 
ing  Accoantmg  and  Finance  Officer  •  Mflhary  Pay  for  |my  pur¬ 
poses;  flight  surgeons  to  provide  verification  of  admission  and 
ilb|io^inn  of  flying  personnel.  Base  Staff  Judge  Advocate  aad 
othw  mterested  personneL 

PiMclti  and  practices  far  storing,  retrieving,  accessing,  retaining, 
and  dbpasMg  of  records  In  the  system: 


Retrtevabiitty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Ffled  by  other  identification  number  or  system  identifbr. 

Register  Number 

Safeguards:  Records  ite  accessed  by  custodbn  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  offkbl  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  controlled  by  personnel  screening. 

Retcatioa  and  dbpoMi:  Destroyed  by  burning  or  shredding  after  I 
year 

System  managcr(s)  and  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Commanders  of  hospitab,  medical  centers  and  clinks.  Offkial 
mailing  addresses  are  in  the  Department  of  Defense  directory  in  the 
Appendix  to  the  Air  Force  Systems  notice. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initbl  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Patient  Index  and  Locator  System. 

Systems  exempted  from  certain  provtahms  of  the  act:  NONE 
F16M3RSGHXO  B 

System  name:  Air  Force  Blood  Program 

System  location:  At  Air  Force  hospitals,  medical  centers  and 
clinics.  Offkial  mailing  addresses  are*  in  the  Department  of  Defense 
directory  m  the  appendu  to  the  Air  Force’s  systems  notke. 

Categories  ot  iadividaab  covered  by  the  system:  All  active  duty 
military  personnel. 

Retired  Air  Force  military  personnel. 

Dependents  of  military  personnel. 

Government  employees. 

Categories  ot  records  in  the  system:  Emergency  blood  donotr  list, 
donor  record  cards,  and  a  roster/lbt  by  blood  type  and  Rh  factor. 

AathorRy  ior  maintenance  af  the  system:  21  United  States  Code 
600. 

Rontlae  uses  af  records  maintained  in  the  system,  including  catego¬ 
ries  af  users  aad  the  purpoam  af  such  uses:  Air  Force  medical  cen¬ 
ters,  hospitab  and  chnks-to  control,  coordinate  and  process 
request  for  blood  donors. 

PoUdes  aad  practices  for  storing,  rctrbving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

'RctrbvaMBty:  Filed  by  Name. 

Rosters/Ksts  are  filed  chronologkally. 

Safcjpurds:  Records  are  accessed  by  person(s)  responsible  for 
servking  the  record  system  in  performance  of  their  offkbl  dutks. 

Records  are  accessed  by  commanders  of  medkal  centers  and 
hospitab. 

Records  are  stored  m  security  file  conUiners/cabinets. 

Access  by  commanders  of  clinks. 

Retention  and  dbposal:  Retamed  m  office  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pu^iiag,  maccratiag,  or 
burning. 

Donor  record  cards  are  retained  in  office  files  for  seven  years. 
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Syitea  ■■Mfcr<t)  aad  addrcM:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Aic  Force. 

NotIHcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force's 
systems  notice. 

Coutestlag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Documents  prepared  by  the  Air  Force. 

Systems  exempted  from  certata  provisions  of  the  act:  NONE 
F1M04  SGHB  A 

System  name:  Clinical  Records  and  Related  Documents 

System  location:  At  National  Personnel  Records  Center.  Civilian 
Personnel  Records.  Ill  Winnebago  Street,  St.  Louis,  MO  63118. 

At  National  Personnel  Records  Center,  Military  Personnel 
Records.  9700  Page  Boulevard,  St.  Louis.  MO  63132. 

At  Air  Force  hospitals,  medical  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Catogurica  of  Mdhrlduals  covered  by  the  system:  Any  individual 
who  is  hospitalized  in  or  dead  on  arrival  at  an  Air  Force  medical 
facility.  AIm  any  active  duty  member  who  is  an  excused-from-duty 
status,  in  quarters,  meets  a  Physical  Evaluation  Board  on  an  ou^a- 
tient  l^sis  or  who  is  hospitalized  in  a  non-federal  hospital  and  for 
whom  the  Air  Force  facility  has  assumed  responsibility  for  docu¬ 
menting  the  hospitalization. 

Categories  of  records  in  the  system:  Clinical  Record  Cover  Sheet, 
summary  of  hospitalization  and  aQ  supporting  documentation  which 
substantiates  the  diagnosis,  treatment,  and  end  resuh  of  the 
hospitalization  such  as  history  and  physical  examination,  laboratory 
reports,  operative  reports.  To  provide  ready  accessibility  to  the 
records,  a  register  of  patients  in  date  sequence  and  an  alphabetical 
name  file  are  maintained  in  support  of  the  system. 

Autharlty  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Sections  133  and  8012. 

Routine  nacs  of  records  maintained  In  the  system,  including  catego- 
rtes  of  nsers  and  the  pnrpoaes  of  snch  nacs:  Provide  a  complete  ac¬ 
count  of  care  rendered  a  patient  while  under  the  jurisdiction  of  a 
US  Air  Force  Hospital,  including  diagnosis,  treatment  and  end 
resuh.  Patient  or  his  le^  representative-for  further  medical  care; 
legal  purposes,  other  authorized  uses  such  as  insurance  requests  or 
compensation  claims.  Physicians-for  further  medical  care  of  the  pa¬ 
tient;  research;  teaching  purposes;  professional  certification;  legal 
purposes.  Other  patient  care  providers  within  the  hospital-for 
further  medical  care  of  the  patient;  research,  teaching  purposes, 
professional  certification,  legal  purposes.  Hospital  and  Medical 
staff-evaluation  medical  staff  performance  in  the  medical  care 
rendered;  medical  research;  teaching;  hospital  accreditation; 
prepare  statistical  reports;  report  communicable  diseases  or  other 
conditions  required  by  law  to  federal  and  state  agencies;  legal  pur¬ 
poses.  Army,  Navy,  Veterans  Administration,  PubUch  Health  Ser¬ 
vice,  other  hosphals-if  individual  is  currently  undergoing  treatment. 
Judkial-Attomeys  and  courts  for  litigation  purposes.  Record  is 
released  only  upon  receipt  of  the  patient’s  signed  authorization  or  a 
court  order.  Insurance  Companies-requires  the  patient’s  written 
consent  for  release  -  used  for  establishing  insurance  benefits  or 
payment  of  benefits.  Other  Air  Force  Agencies-such  as  Central 
Tumor  Registry  which  maintains  files  on  all  patients  in  whom  a 
malignancy  has  been  diagnosed;  Office  of  Special  Investigations 
when  required  for  an  authorized  investigation  they  are  conducting; 
Judge  Advocate  General-litigation  purposes.  Other  Federal  and 
State  Agencies  -  such  as  the  Bureau  of  Vital  Statistics  Records  of 
Births  and  Deaths;  Veterans  Administration  and  Department  of 
Labor  (workmen’s  compensation)  for  adjudication  of  claims;  re¬ 
porting  communicable  diseases  or  other  conditions  required  by  law. 
Other  persons  or  agencies  as  specifically  authorized  by  the  patient 

Palidcs  and  practices  far  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  note  books/binders. 

Maintained  in  card  files. 

Retrievability:  Filed  by  Name. 

Filed  by  other  identifkatioo  number  or  system  identifier. 


Register  Number. 

Safegaards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  nced-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

Retention  aad  disposal:  Retained  for  2  years  after  date  of  last 
treatment  at  smaller  hospitals;  retained  for  5  years  after  date  of  last 
treatment  at  large  hospitals  and  medical  centers.  Records  are 
retired  to  National  Personnel  Records  Centers  (NPRC)  (military  or 
civilian  as  appropriate)  or  other  designated  depository  such  as 
Commandant.  US  Coast  Guard  for  Coast  Guard  personnel.  NPRC 
(military)  maintains  records  for  50  years  after  date  of  last  treat¬ 
ment.  NPRC  (civilian)  maintains  records  for  25  years  after  date  of 
last  treatment.  After  these  periods,  records  are  destroyed  by  burn¬ 
ing  or  shredding. 

System  managerts)  aad  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Commanders  of  USAF  medical  centers  and  hospitals;  Director, 
National  Personnel  Records  Center,  military;  Director,  National 
Personnel  Records  Center,  civilian;  Commandant,  US  Coast  Guard, 
Washington  DC  20026;  Medical  Director,  American  Red  Cross, 
Washington  DC  20006;  Administrator,  Veterans’  Hospitals. 

NotMleatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  -  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Coatestiag  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Physicians  and  other  patient  care 
providers  such  as  nurses,  physician’s  assistant,  dietitians,  etc.  Ad¬ 
ministrative  forms  filed  in  the  records  will  be  completed  by  the  ap¬ 
propriate  officials,  military  or  civilian. 

Systems  exempted  from  certain  provhioas  of  the  act:  NONE 
F16805  ASGHB  R 

System  aame;  Health  and  Outpatient  Records 

System  location:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  Air  Reserve  Personnel  Center,  3800  York  Street,  Denver,  CO 
80205. 

At  United  States  Air  Force  Academy.  CO  80840. 

At  National  Personnel  Records  Center,  Civilian  Personnel 

Records,  111  Winnebago  Street.  St.  Louis,  MO  63118. 

At  National  Personnel  Records  Center,  Military  Personnel 

Records,  9700  Page  Boulevard,  St.  Louis,  MO  63132. 

At  Air  Force  hospitals,  medical  centers  and  clinics.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Ahr  Force’s  systems  notice. 

At  consolidated  flight  record  custodians.  Official  mailing  ad¬ 
dresses  are  in  the  Department  of  Defense  directory  in  the  appendix 
to  the  Air  Force’s  systems  notice. 

At  Air  National  Guard  activities.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

At  Air  Force  Reserve  units.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notice. 

Other  authorized  medical  units  servicing  military  personnel 
and/or  their  dependents,  such  as  National  Aeronautics  and  Space 
Administration,  Embassies,  Federal  Aviation  Agency,  Public 
Health  Service,  Veterans  Administration. 

Catc|pMics  of  ladhrMuab  covered  by  the  system:  AH  personnel 
authorized  to  receive  medical  care  in  an  Air  Force  facility. 

Categories  of  records  in  the  system:  Chronological  record  of  all 
care  received  in  military  medical  facilities.  This  is  primarily  a 
record  of  all  treatment  received  on  an  outpatient  basis  with  sup- 
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porting  documentation  such  as  laboratory  and  x-ray  reports;  the 
record  also  includes  copies  of  cover  sheets  and  summaries  of  each 
period  of  hospitalization  the  patient  has  had.  Certain  administrative 
forms  which  concern  medical  conditions,  such  as  Line  of  Duty 
Determinations,  Physical  Profiles,  Medical  Recommendation  for 
Flying  Duty  are  also  included.  To  proivde  ready  accessibility  to  the 
records,  an  alphabetical  name  file  is  maintained. 

Authority  lor  mafatcBaacc  of  the  system:  Title  10.  United  States 
Code  Sections  133  and  8012. 

Routine  uses  of  records  malatalaed  fas  the  system,  iaclading  catho¬ 
lics  of  users  and  the  purposes  of  such  nacs:  Used  as  chronological 
record  of  patient’s  health  while  authorized  care  in  a  military  medi¬ 
cal  facility.  By  patient  or  legal  representative  for  further  medical 
care,  legal  purposes,  other  uses  such  as  insurance  requests  or  com¬ 
pensation  claims  as  specifically  authorized  by  the  patient.  Physician 
for  further  medical  care  of  patient,  research,  teaching,  legal  pur¬ 
poses.  Other  Patient  Care  Providers  within  the  hospital  for  furhter 
medical  care  of  the  patient,  research,  teaching,  legal  purposes. 
Hospital  and  Medical  Staff  for  evaluation  of  medical  staff  per¬ 
formance  in  the  medical  care  rendered;  medical  research;  teaching; 
hospital  accreditation;  preparation  of  statistical  reports;  reporting 
communicable  diseases  and  other  conditions  required  by  law  to 
federal  and  state  agencies;  legal  purposes.  Army-Navy-Veterans 
Administration-Pubbe  Health  Service-any  other  hospital,  clinic  etc 
for  further  medical  care  of  the  patient  if  he  is  currently  undergoing 
treatment  there.  Judicial  -  by  attorneys  and  courts  for  litigation  pur¬ 
poses  (record  is  released  only  upon  receipt  of  the  patients*  signed 
authorization  or  a  court  order).  Insurance  Companies  -  requires  the 
patients’  written  consent  for  release.  Used  for  establishing  in¬ 
surance  benefits  or  payment  of  benefits.  Other  Air  Force  Agencies 
-  such  as  Central  Tumor  Registry  whkh  maintains  files  on  aO  pa¬ 
tients  in  whom  a  malignancy  has  been  diagnosed;  Office  of  Special 
Investigations  when  required  for  an  investigation  they  are  co^uct- 
ing;  Judge  Advocate  General  for  litigation  purposes.  Other  Federal 
and  State  Agencies  -  such  as  Veterans  Administration  and  Depart¬ 
ment  of  Labor  (Workmens  Compensation)  for  adjudication  of 
claims;  reportixig  communicable  disease  or  other  conditions 
required  by  law.  Other  persons  or  agencies  as  specifkaUy 
authorized  by  the  patient. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Rctitevability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  accessed  by  commanders  of  medical  centers  and 
hospitals. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  personnel  screening. 

'  Retention  and  disposal:  Records  for  military  personnel  are 
retained  for  fifty  years  after  date  of  last  document;  for  all  others, 
twenty-five  years.  While  on  active  duty,  the  Health  Record  of  a  US 
militar7  member  is  maintained  at  the  medical  unit  at  which  the  per¬ 
son  receives  treatment.  On  separation,  or  retirement,  records  are 
forwarded  to  National  Personnel  Records  Center/Military  Personnel 
Records  (NPRC/MPR)  or  other  designated  depository,  such  as  Air 
Reserve  Personnel  Center  if  reservist;  to  appropriate  state  National 
Guard  unit,  if  National  Guard  member;  to  appropriate  Veterans  Ad¬ 
ministration  Regional  Office  if  VA  Claim  has  been  filed.  Records  of 
other  personnel  may  be  handcarried  or  mailed  to  the  next  military 
medic^  facility  at  which  treatment  will  be  received,  or  the  records 
are  retained  at  the  treating  facility  for  a  minimum  of  1  year  after 
date  of  last  treatment  then  retired  to  NPRC  or  other  designated 
depository,  such  as,  but  not  hmited  to.  Commandant  (PM)  US 
Coast  Guard,  Wash^ton  DC  20226  for  Coast  Guard  active  duty 
members;  Medical  Director,  American  Red  Cross,  Washington  DC 
20006  for  Red  Cross  Personnel.  (Records  at  NPRC  are  destroyed 
by  burning  or  shredding). 

Syatcns  nsanagerts)  and  addrea:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 


Chief  of  Air  Force  Reserve,  Headquarters  United  States  Air 
Force. 

Director  of  Air  National  Guard,  Headquarters  United  States  Air 
Force. 

Commanders  of  medical  centers,  hospitals,  clinics,  medical  aid 
stations;  Commander,  Military  Personnel  Center;  Director  National 
Personnel  Record  Center  (military)  9700  Page  Blvd,  St  Louis,  MO 
63132;  Director,  National  Personnel  Record  Center  (civilian).  111 
Winnebago  St.,  St  Louis,  MO  63118.  Individuals  who  have  records 
responsibility  at  all  other  authorized  medical  units  servicing  military 
personnel  and  their  dependents. 

NotificatioB  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Physicians  and  other  patient  care 
providers  such  as  nurses,  dietitians,  physicians  assistants,  etc.  Ad¬ 
ministrative  forms  filed  in  the  records  will  be  completed  by  ap¬ 
propriate  official,  military  or  civilian. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F16806  SGHB  A 

System  name:  Inpatient  Data  System 

System  locatloa:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Categories  at  individuab  covered  by  the  system:  Individuals  who 
died  in  or  were  dead  on  arrival  at  Air  Force  medical  facilities.  Air 
Force  active  duty  personnel  who  died  while  on  active  duty  but  not 
at  Air  Firce  medical  facilities. 

Categories  of  records  in  the  system:  Duplicate  copies  of  clinical 
record  cover  sheets.  Rosters  of  Air  Force  active  duty  personnel 
who  have  died.  Rosters  of  Air  Force  active  duty  personnel  whose 
deaths  have  been  reported  in  the  Automated  Inpatient  Data  System. 
Carbon  copies  or  replies  to  letters  requesting  the  disease  causing 
the  death  of  an  Air  Force  active  duty  person  but  nut  reported 
through  the  automated  system.  Coding  sheets  for  deaths  not  en¬ 
tered  originally  in  the  Air  Force,  the  Army  or  the  Navy  automated 
systems. 

Authority  for  mainteuaucc  of  the  system:  Title  10  United  States 
Code  Sections  133  and  8012.  Executive  Order  9397. 

Routine  uses  of  records  maintaiued  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses;  Comparisons  between 
death  rosters  to  insure  that  ail  deaths  of  Air  Force  active  duty  per¬ 
sonnel  are  entered  into  the  automated  system.  Administrative  and 
professional  review  of  the  recording  of  ^e  cause  of  death  and  re¬ 
lated  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrievabillty:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

Identification  used  by  foreign  military. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  dbpoeal:  Duplicate  copies  of  clinical  record  cover 
sheets  are  retained  for  the  five  years  piror  to  the  current  year,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating  or 
burning. 

System  manager(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 
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Compkte  Nunc  (including  maident  name,  if  applicable).  Social 
security  account  number  of  the  individual  through  whom  eligibility 
for  care  is  established,  year  in  which  treatment  was  provided, 
whether  treatment  was  on  an  inpatient  or  outpaitent  basis.  If  a  de¬ 
pendent,  specify  relationship  to  sponsor,  e.g.,  wife,  oldest  child, 
second  oldest  child,  etc. 

<*  Record  accem  procednres:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  nome.  • 

Cootesting  record  procedorcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  MMircc  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Medical  records. 

Systems  exempted  from  certahi  provisloM  of  the  act:  NONE 
FlOMg  SGHC  A 

System  name:  Medical  Service  Accounts 

System  location:  At  Air  Force  hospitals,  medical  centers  and 
clinics.  Official  mailing  addresses  arc  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice. 

Categories  of  Mdividnals  covered  by  the  system:  All  active  duty 
military  personnel. 

Dependents  of  military  personnel. 

Retired  military  personnel,  dependents  of  retired  and  deceased 
military  personnel  and  civilian  emergencies. 

Categories  of  records  M  the  system:  Hospital  Invo- 
ke/Receipt/Accounts  Receivable  Records. 

Anthortty  for  matatenaacc  of  the  system:  10  USC  8012 

Routine  uses  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  patient  or  principal 
as  an  invoke  showing  charges  for  subsistence  and  medkal  servke. 
The  patient  or  principal  as  a  receipt  for  payment  on  account.  The 
Medkal  Servke  Account  offker  as  a  record  of  cash  receqits  and  a 
bask  instrument  for  posting  to  the  cash  and  sales  journal.  The 
Medkal  Servke  Account  offker  as  an  account  receivable  record. 
The  food  servke  offker  as  a  receipt  for  cash  collected  and  turned 
in  to  the  Medkal  Servke  Account  offker. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  ta  the  system: 

Storage;  Maintained  in  filing  cabinets  at  Clinks,  Hospitals,  and 
Medical  Centers. 

RetrievablUty:  Filed  by  Name. 

Invoke  receipt  number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Air  Force  auditors. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  aad  disposal:  Retained  in  offke  files  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pieces,  shredding, 
puling,  macerating,  or  burning. 

System  msnagcr(s)  and  addrem:  Medkal  Service  Account  Of- 
fkers  at  all  Clinks,  Hospitals,  Medical  Centers. 

Notffiratioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

rnntr sting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
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System  name:  Nursing  Servke  Records 

System  location:  At  Air  Force  hospitals,  medkal  centers  and 
clinks.  Offkial  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notke. 

Categories  of  individnals  covered  by  the  system:  AO  active  duty 
military  personnel. 

Air  Force  civilian  employees. 

Air  Force  Reserve  personnel. 

Air  National  Guard  personnel 

Retired  Air  Force  military  personnel 

Air  Force  Academy  cadets. 

Dependents  of  military  personnel. 

Foreign  Nationals  residing  in  the  United  States. 

American  Red  Cross  personnel 

Peace  Corps  and  State  Department  personnel. 

Exchange  Offkers. 

Anyone  admitted  to  inpatient  status  in  Air  Force  Medical  Facili¬ 
ties. 

Categories  of  records  in  the  system:  File  contains  24-hour  nursing 
reports,  listings  of  ward  patknts  and  registers  containing  informa¬ 
tion  on  operations  performed. 

Authority  for  maintenance  of  the  system:  Title  10,  US  Code  Sec¬ 
tions  133  and  8012 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  used  by 
Chkf  Nurse  and  other  management  personnel  to  determine  nursing 
care  work  loads  and  allocate  resources. 

Policies  aad  praetkes  for  storing,  retrieving,  accessing,  retaining, 
aad  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fik  folders. 

Maintained  in  note  booksA>inders. 

RetrkvabiUty:  Filed  by  Name. 

Dates  of  Admission  and  Discharge  from  Medkal  Facility  and 
Date  of  Operation 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  offkial  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal;  Retained  in  office  files  for  three  months 
after  monthly  cut-off,  then  destroyed  by  tearing  into  pieces, 
shredding,  pulping,  macerating,  or  burning. 

Operation  registers  destroyed  after  five  years. 

System  manager(s)  and  addrem:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Chkf  Nurses  of  Medkal  Centers  and  Hospitals 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procednres:  Mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notke. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  ^ 

Record  source  categories:  From  medkal  records  and  personal  ob¬ 
servations  of  Nursing  Servke  Personnel 
•  Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17101  SGHB  A 

System  name:  Automated  Inpatknt  Data  System 

System  location:  At  Headquarters  United  States  Air  Force  and 
major  command  headquarters.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Force’s 
systems  notke. 

Categories  of  individuals  covered  by  the  system:  Any  patient 
bospit^zed  in,  or  dead  on  arrival  at,  an  Air  Force  medkal  treat¬ 
ment  facility.  Any  active  duty  member  who  is  hospitalized  in  a  non- 
federal  hospital  and  for  whom  the  Air  Force  treatment  facility  as¬ 
sumes  record  responsibility,  or  in  quarters.  Any  active  duty 
member  who  has  met  a  Physkal  Evaluation  Board  on  an  ou^tknt 
basis.  Any  member  of  the  Air  Force  on  active  duty  who  was 
hospitalized  at  any  Army  or  Navy  medkal  treatment  facility. 

Categories  of  records  in  the  system:  Coded  abstracts  of  individual 
medkal  records  and  deaths.  Data  transcribed  from  magnetk  tapes 
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regarding  Air  Force  peraonnel  treated  at  Army  or  Navy  medical 
facilities.  Data  transcribed  form  military  personnel  magnetic  tapes 
regarding  Air  Force  Specialty.  Data  transcribed  from  Fli^t 
Management  magnetic  tapes  regarding  Aviation  Service  Code. 

Aatherity  fer  maiatcaance  of  the  system:  Title  10  U.S.C.  Section 
133  and  S^tion  8012  Executive  Order  9397 

Roatiae  aaes  of  records  malataiaed  la  the  system,  lacladlag  catego* 
rics  of  users  aad  the  purposes  of  such  uses:  Statistics  regarding  ill¬ 
nesses  and  length  of  care  for  patients  in  Air  Force  medical  facili¬ 
ties.  Statistics  on  Air  Force  active  duty  personnel  wherever  treated. 
Identification  of  cases  to  be  report^  to  Armed  Forces  Central 
Medical  Registry.  Special  abstracts  of  magnetic  tapes  for  use  by 
National  Institutes  of  Health.  Tables  regarding  length  of  ' 
hospitalization  to  detect  differences  affecting  treatment  standards. 
Transcription  to  tabulations  or  microfQm/microfiche  for  manual 
analysis  of  data.  Copies  of  magnetic  tape  for  residents/personnel 
located  in  a  medical  service  area  for  use  by  Department  of  Defense 
and/or  the  Office  of  Management  and  Budget.  Copies  of  magnetic 
tapes  for  military  members  of  the  Army  and  the  Navy/Marine 
Corps  to  make  available  data  on  persons  treated  in  Air  Force  medi¬ 
cal  facflities.  Chronological  record  of  medical  care  rendered  a  pa¬ 
tient  in  Air  Force  medical  facilities.  Miysician  and  other  patient 
care  providers  to  aid  further  medical  care  of  the  patient,  research, 
teaching  and  for  legal  purposes. 

Policies  aad  practices  for  stoiiag,  retrieving,  accessing,  retaining, 
aad  dispsshig  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  on  roO  microfilm. 

Maintained  on  microfiche. 

Data  maintained  primarily  on  magnetic  tape  or  disks.  Some  spe¬ 
cialized  abstractions  maintained  on  listings  or 
microfilms/microfiche. 

Retrtevability:  Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Computer  files  retained  at  major  air  com¬ 
mand  for  five  years  prior  to  current  year  then  destroyed.  Computer 
file  retained  at  Headquarters  USAF  for  10  year  prior  to  current 
year  and  then  transferred  to  National  Archives.  Listings,  microfilm 
and  microfiche  are  retained  20  years  prior  to  current  year. 

System  maaagerfs)  aad  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Command  Surgeon  for  major  air  commands. 

NotMcatioa  procedare:  Complete  name  (including  maiden  name, 
if  applicable).  Social  Security  Account  Number  of  individual 
throu^  whom  eligibility  for  care  is  established,  year  in  which  treat¬ 
ment  was  provided,  whether  treatment  was  on  an  inpatient  or  out¬ 
patient  basis.  If  a  dependent  specify  relationship  to  sponsor,  e.g., 
wife,  oldest  child,  second  oldest  child,  etc. 

Record  access  procedures:  Address  requests  to  systems  manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
audftors,  and  so  forth. 

Medical  records 

Systcass  exempted  from  certain  provisions  of  the  act:  NONE 
F17101  SGHB  B 

System  name:  Medical  Recommendation  for  Flying  Duty 


System  location:  At  Headquarters  United  States  Air  Force, 
Washington  DC  20330. 

Categories  of  individuab  covered  by  the  system:  Rated  flying  of¬ 
ficers  who  were  removed  from  flying  duty  for  medical  reasons  and 
were  either  returned  to  flying  status  of  ’suspended  from  flying’  and 
who  have  not  been  returned  to  flying. 

Categories  of  records  in  the  system:  Coded  AF  Forms  1042  for 
rated  flying  officers. 

Authority  for  malatsnancc  of  the  system:  Title  10,  United  States 
Code,  Section  133  and  Section  8012.  Executive  Order  9397.  Title 
37.  United  States  Code,  Section  301. 

Routiac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Inform  flight  surgeon  at 
major  air  command  of  illness  rates  for  rated  flyers  assigned  the 
command.  Provide  Air  Training  Command  with  number  of  losses 
from  rated  flying  force  due  to  specific  illnesses.  Provide  a  summary 
of  all  illnesses  for  a  rated  flyer  which  caused  loss  of  flying  time. 

PoUcies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  on  microfiche. 

RetrbvabilHy:  Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Retention  and  dbposal:  Computer  magnetic  tapes  are  retained  10 
years  and  then  destroyed.  Computer  tabubtions  (listings)  are 
retained  for  IS  years  prior  to  current  year,  then  destroyed.  Com¬ 
puter  listings  on  microfiche  are  retained  20  years  prior  to  current 
year  and  then  destroyed. 

System  nsanagcr(s)  aad  address:  The  Surgeon  General,  Headquar¬ 
ters  United  States  Air  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Complete  name  (including  maiden  name,  if  applicable),  social 
security  account  number  of  individual  through  whom  eligibility  for 
care  is  established,  year  in  which  treatment  was  provided,  whether 
treatment  was  on  an  inpatient  or  outpatient  basis.  If  a  dependent, 
specify  relationship  to  sponsor,  e.g.,  wife,  oldest  child,  second  ol¬ 
dest  child,  etc. 

Record  access  procedures:  Address  requests  to  system’s  manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  medical  in¬ 
stitutions. 

Information  obtained  from  automated  system  interfaces. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
rniOl  OHZHTVA 

System  name:  Manhour  Accounting  System  (MAS) 

System  location:  Aeronautical  Systems  Division(ASD)  Wright-Pat- 
terson  AFB  OH. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice.  . 

Categories  of  indhrldnals  covered  by  the  system:  Civilian  and  mili¬ 
tary  personnel  assigned  to  ASD  and  LABS. 

Categories  of  records  in  the  system:  Manpower  information-hourly 
expenditure  ,grade/rank  .symbol. 

Authority  for  maintenance  of  the  system:  Title  10,  USC  133. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  used  to  provide  manhour 
expenditure/resources  for  management. 
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SystcM  uac:  Behavioral  Automated  Reiearch  System  (BARS)  (B* 
3500) 

System  locatloa:  3320  Retraininc  Group/RGP,  Lowry  Air  Force 
Base.  CO  80230. 

Calcgortcs  of  hidividiials  covered  by  the  system:  Air  Foree 
prisoners  who  serve  sentences  to  confinement  at  3320  Retraininc 
Group  and  3413  special  training  squadron  students. 

Categories  of  records  in  the  system:  Intelligence  quotient  achieve* 
ment  scores,  significant  dates,  psychological  tests,  military  history, 
discipline  involvement,  military  justice  data,  performance  rating, 
type  of  discharge. 

Authority  for  maintenance  of  the  system:  44  DSC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Retraining  Group  staff 
and  approved  researchers  for  statistical  analysis,  improve  program, 
screen  potential  offenders. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

RetrievabilUy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Filed  by  other  identification  number  or  system  identifier. 

and  desired  data  element. 

Safeguards:  Reebrds  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Rctentloa  and  disposal:  Retained  for  20  years  and  destroyed  by 
tearing.macerating.pulping,  shredding,  burning  or  degaussing. 

System  maaager(s)  and  addrem:  Commander,  3320  Retraining 
Group/RGP,  Lowry  AFB,  CO  80230. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Name  and  SSAN,  visit  3320  Retraini^  Group  (RGP),  proof  of 
identity,  date  and  place  of  birth,  drivers  license. 

Record  accem  procednres:  3320  Retraining  Group  (RGP);  phone  - 
394-4167. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  FBI  military  records,  supervisors,  com¬ 
manders,  lawyers,  doctors  ,  chaplains,  other  USAF  officials,  Amer¬ 
ican  Red  Cross. 


Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

RetrievabilHy:  Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  arc  controlled  by  computer  system  software. 

Retentioo  and  disposal:  destroy  after  2  years  or  when  purpose  has 
been  served  by  means  of  tearing,  shredding,  pulping,  maceration  or 
burning. 

System  maaager(s)  and  addrem:  mas  monitor.support  division.dir 
of  program  and  budget, ASD  Wright- Patterson  AFB.  Ohio. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  - 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  arc  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force's  systems  notice. 

Conlestlag  record  pracedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  automated 
system  interfaces. 

With  civilian  and  military  personnel  record  systems. 

Systems  exempted  from  certob  provisions  of  the  act:  NONE 
F17101  OHZHTVD 

Syriem  name:  Marugement  Oriented  Personnel  System  (MOP) 

System  locatloa:  Aeronautical  Systems  DivisioiKASD)  Wright-Pat- 
lerson  AFB  OH. 

Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notice.  . 

Categories  of  Mdividuals  covered  by  the  system:  civilian  and  mili- 
tary  personnel  at  AFSC  activities. 

Categories  of  records  in  the  system:  personnel  data-name-SSAN- 
service  dates-awards-performance. 

Authority  for  maintenance  of  the  system:  10  DSC  8012. 

Routine  uses  of  records  maintained  in  the  system,  laclnding  catego- 
rim  of  nsers  and  the  purposes  of  such  uses:  used  by  management  to 
make  decisions  on  personnel/resources. 

PoHcies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Retrlcvability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Includes  computer  fail/safe  system. 

Retention  and  dispoaal:  Retained  in  office  fQes  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  bnr^g. 

System  managerfs)  and  addrem:  Chief  Management  Information 
Office  ASD/DPCO. 

Notification  pqtcednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gnining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  a6cess  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager 

Record  sonrcc  cniegerlea:  Information  obtained  from  automated 
system  interfaces. 

and  civilian  and  personnel  records. 

Systems  exempted  faom  certahi  provisions  of  the  act:  NONE 


Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17181  OOJUBJA 

System  name:  Planning  and  Resources  Management  Information 
System  ■ 

System  location:  HQ  Air  Force  Data  Systems  Design  Center 
(AFDSDC/SYI),  Gunter  Air  Force  Station,  Alabama  361 14. 

Categories  of  individnalB  eovered  by  the  system:  Personnel  as¬ 
signed  to  the  AFDSDC  invtdved  in  dir^t  productive  woik  on  auto¬ 
mated  data  systems. 

Categorin  of  records  in  tte  system:  Records  of  specific  tasks  as¬ 
signed,  estimated  and  expended  hours  required  for  tasks,  start  and 
completion  dates,  records  of  projected  availabSity  tor  work. 

Authority  lor  maintenance  of  the  system:  10  DSC  8012 

Routine  uses  of  records  maintained  in  the  system,  inclndint  catego¬ 
ries  of  nsers  and  the  purpoees  of  snch  nees:  Used  by  supervisors  and 
project  managers  to  aBocate  and  manage  resources  against  job 
requirements. 

Policies  arMl  practices  isr  storing,  rrit  inhig.  accamh^,  retaining, 
and  ilisp  sstig  of  records  in  the  system: 

Storage:  Mamtamcd  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  i»pcr  printoots. 

Rctrievabillty:  Filed  by  Social  Security  Account  Number  (SSAN). 

Office  symbol,  codes  of  assigned  tasks. 
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Salcguardt:  Records  are  accessed  by  persoD(s)  responsibk  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  stored  in  security  file  containers/cabinets. 

Retenthw  and  disposal:  Magnetic  tape  of  historical  data  retained 
indefinitely  Computer  lists  kept  by  users  until  replaced  by  more 
current  lists,  daily  and  monthly,  then  destroyed  by  means  of  tear- 
mg,  shredding,  pulping,  macerating,  burning  or  by  erasing  tapes  or 
drums. 

System  maaager(s)  and  address:  Chief,  Project  Management  Divi¬ 
sion, 

Notifk-ation  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager 

Accessed  by  social  security  account  number. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaming  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager 

Record  source  categories:  Individual  and  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17101  OUMCBVA 

System  name:  Military  Personnel  Management  System 

System  location:  Director  of  Personnel,  United  States  Air  Force 
Security  Service  (USAFSS),  San  Antonio  TX  78243. 

Categories  of  individuals  eovered  by  the  system:  All  Air  Force  ac¬ 
tive  duty  mOitary  personnel. 

Categories  of  records  in  the  system:  APDS. 

Authority  for  malntesancc  of  the  system:  10  .United  States  Code 

8012. 

Rootiae  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  of  users  and  the  pnrpoacs  of  such  nacs:  Used  to  provide  manage¬ 
ment  assignment  data  on  career  development,  assignments,  train¬ 
ing,  contingency,  USAFSS  language  student  training  and  historical 
data. 

Policies  and  practices  for  storing,  retrieving,  nccessiiig,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Rctricvabllity:  Filed  by  Social  Security  Account  Number  (SSAN). 

Safeguards:  Records  are  accessed  by  authorized  personnel  who 
are  properly  screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  controlled  by  computer  system  software. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  tmd  addram:  Director  of  Personnel. 

Notifkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  Air  Force’s  systems  notice. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aonree  categories:  Information  obtained  from  automated 
system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17101MHAJXFA 

System  name:  Personnel  Data  Used  For  Management  Engineering 
(ME)  Program  Manning  Purposes 

System  location:  At  headquarters  of  major  commands  and  at  all 
levels  down  to  and  including  Air  Force  installations.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the  ap¬ 
pendix  to  the  Air  Force’s  systems  notice. 

Categories  of  kadlvidaab  covered  hy  the  system:  Air  Force  active 
duty  officer  personnel. 

Air  Force  active  duty  enlisted  personnel. 

Air  Force  civilian  employees. 


Air  Force  Reserve  personnel. 

Personnel  authorized  and  assigned. 

Categories  of  records  la  the  system:  automatic  data  processing 
system  data  plus  home  address/phone/spousc  name/type  work  per¬ 
formed. 

Authority  for  mafaiteBaacc  of  the  system:  10  USC  8012. 

Routhw  uses  of  records  maiatalacd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  personnel  assignment 
data  used  in  manning  the  ME  program. 

Policiea  and  practices  for  storing,  retrieving,  acceming,  retaiaiog, 
and  dispssing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Retrievability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Filed  by  date  of  birth. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Retention  and  dbposal:  Retained  in  office  files  until  reassignment 
or  separation,  then  destroyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

System  managerts)  and  address:  Headquarters  Air  Force  Systems 
Command/DOM  Andrews  Air  Force  Base  MD  20034. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provbions  of  the  act:  NONE 
F17S01  06SCEYA 

System  name:  Air  Force  Audit  Agency  Management  Information 
System  -  Report  File 

System  location:  Managed  at  HQ  Air  Force  Audit  Agency, 
AFAA/CC,  Norton  Air  Force  Base,  CA  92409 

Categories  of  indlviduab  covered  by  the  system:  Resident  auditors 
issuing  audit  reports  Auditots-in-charge  of  performing  audits 

Categories  of  records  in  the  system:  Reports  of  audit 

Authority  for  maintenance  of  the  system:  Title  10,  US  Code  8014a 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  1.  Provide  quality  control 
check  for  optical  character  recognition  data  entry  2.  Evaluate  audit 
coverage  by  an  auditor  3.  Develop  expertise  listing  by  auditor  4.  All 
other  accesses  of  the  File  are  for  statistical  data  and  records  net 
pertaining  to  individuals.  The  purposes  of  this  file  are  to  provide  a 
research  capability  on  past  audit  findings  reported  in  audit  reports 
and  to  provide  a  history  of  audit  coverage  to  support  organizational 
planning  and  management.  The  above  listed  retrievals  constituted 
the  only  retrievab  made  using  the  individual’s  name  as  the  key,  all 
others  are  keyed  on  subject  or  report  indicative  data.  AH  levels  of 
AFAA  management  use  thu  information. 

Polkica  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes.* 

.  Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  on  microfiche. 

Maintained  in  card  files. 

RetrbvahiUty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 
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Rctcatloa  aad  diipaul;  Retained  in  office  fikt  for  one  year  after 
annual  cut-off,  transferred  to  a  staging  area  for  four  additional 
years,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning. 

Retained  for  two  years  after  end  of  year  in  which  the  case  was 
closed,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning. 

Retained  in  office  files  for  two  years  after  the  individual 
completes  or  discontinues  a  training  course,  then  retired  to 
Washington  National  Records  Center,  Washington  DC  20409,  and, 
after  28  additional  years,  they  are  then  destroyed  by  tearing  into 
pieces,  shredding,  pulping,  macerating,  or  burning. 

System  managcr(s)  and  address:  The  Auditor  General,  Air  Force 
Audit  Agency  (AFAA/CC),  Norton  AFB  CA  92409 

NoddcatlM  procednre:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

And  the  Director  of  Operations  (AFAA/DO),  Norton  AFB  CA 
92409 

Coatestiag  rec^  procedures:  The  Air  Force’s  rules  for  access  to  ^ 
records  and  for  contesting  and  appealing  initial  determinations  by' 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Reports  of  Audit  and  annotated  infor¬ 
mation.  Report  Notification  data  generated  internally  within  the 
AFAA. 

Systems  esempted  from  certain  provisions  of  the  act:  NONE 
F17S01  06SCEYB 

System  name:  Internal  Audit  and  Control  Records 

System  location:  HQ  Air  Force  Audit  Agency,  AFAA/CC,  Norton 
Air  Force  Base,  CA  92409 

Categories  of  individuals  covered  by  the  system:  All  Air  Force 
Audit  Agency  personnel 

Categorlea  of  records  In  the  system:  Resource  expenditure  transac¬ 
tions 

Authority  for  maintenance  of  the  system:  Title  10,  US  Code  8014a 

Routine  nscs  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  1.  Provide  resource  ex¬ 
penditure  data  for  an  individual  2.  Provide  quality  control  checks 
over  data  input  for  an  individual  3.  All  other  accesses  of  the  File 
ate  for  statistical  data  and  research  not  pertaining  to  individuals. 
The  purpose  of  the  system  is  to  accumulate  AFAA  resource  expen¬ 
diture  data  and  provide  this  information  for  AFAA  managers.  The 
above  hsted  uses  constitute  the  only  retrievals  made  using  the  in¬ 
dividual's  name  or  social  security  account  number  as  the  key.  All 
levels  of  AFAA  management  use  the  information  on  the  file. 

Policies  and  practices  for  storing,  rctrieviBg,  accessing,  retaining, 
and  disposhsg  of  records  in  the  system: 

Storage:  Maintained  on  computer  magnetic  tapes. 

Maintained  on  disks  or  drums. 

Maintained  on  computer  paper  printouts. 

Maintained  in  card  fdes. 

Maintained  on  microfiche. 

Retrlevability:  Ffled  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Safegnards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Records  are  controlled  by  computer  system  software. 

Reteatira  aad  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  transferred  to  a  staging  area  for  four  additional 
years,  then  destroyed  by  tearing  into  pieces,  shredding,  pulping, 
macerating,  or  burning. 

System  maaagerfs)  and  addrem:  The  Auditor  General,  Air  Force 
Au^t  Agency  (AFAA/CC),  Norton  AFB  CA  92409 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager.  ^ 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 


And  the  Director  of  Operations  (AFAA/DO),  Norton  AFB  CA 
92409 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  snnrce  categories:  Resource  expenditure  data  generated  in¬ 
ternally  within  the  AFAA. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17602  OEACYVA 

System  name:  Nonappropriated  Funds  Standard  Payroll  System 

System  location:  Fiscal  control  offices  at  Air  Force  installations, 
the  addresses  of  which  are  provided  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Air  Force  System  Notice. 

Categories  of  individuab  covered  by  the  system:  Air  Force  nonap¬ 
propriated  fund  employees. 

Categories  of  records  in  the  system:  Time  and  attendance  cards; 
person^  payroll  data  listings  and  or  cards;  correspondence;  com¬ 
bined  payroll  checks  and  employee  leave  and  earnings  statements; 
federal,  state,  and  city  tax  reports  and  or  tapes;  individual  pay  and 
leave  records;  personnel  action  forms  covering  pay  changes  and 
deductions. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301 

Routine  uses  of  records  maintained  hs  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  records  are  used  to 
compute  employees’:  pay  entitlements  and  deductions  and  issue 
payroll  checks  for  amounts  due;  to  withhold  amounts  due  for 
federal,  state,  and  city  taxes,  to  remit  withholdings  to  the  taxing 
authorities,  and  to  report  earnings  and  tax  collections;  and  upon 
request  of  employees,  to  deduct  specified  amounts  from  earnings 
for  charity,  union  dues,  and  for  aOotments  to  financial  organiza¬ 
tions.  Users  and  uses  include  but  are  not  limited  to  the  following 
nonappropriated  fund  employees.  Uses  include  receipt  of  pay  and 
pay  data  covering  hours  worked,  entitlements  and  deductions  for 
taxes,  insurance,  retirement,  union  dues,  and  charity  contributions. 
Records  are  also  available  to  respond  to  specific  inquiries  by  em¬ 
ployees  regarding  their  pay  history.  Internal  Revenue  Service,  state 
and  city  taxing  authorities,  which  use  the  records  to  establish  the 
amount  of  earnings  and  tax  liability  of  individual  employees  and  to 
record  remittances  of  payroll  withholdings 'against  tax  liabilities. 
State  employment  agencies  use  the  information  to  determine  eligi¬ 
bility  for  unemployment  compensation.  Civil  Service  Commission 
which  uses  the  records  for  personnel  management  functions. 
Director,  Non  Appropriated  Fund  Personnel,  Military  Personnel 
Center,  Randolph  AFB,  Texas,  who  uses  the  records  to  monitor 
and  manage  employee  group  life  and  health  insurance  and  retire¬ 
ment  programs.  Financial  organizations,  employee  unions,  and 
community  fund  charitable  organizations  which  use  the  records  to 
credit  remittances  to  accounts  of  members  or  contributions  from 
deduction  records  provided  each  organization.  Disclosures  made 
pursuant  to  the  Freedom  of  Information  Act.  Disclosures  to  the  De¬ 
partment  of  Justice  for  criminal  prosecution,  civil  litigation  or  in-~ 
vestigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

Maintained  on  computer  magnetic  tapes. 

Maintained  on  computer  paper  printouts.  ' 

Retrlevability:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSAN). 

Saf^uards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  security  file  containers/cabinets. 

Records  are  stored  in  safes. 

Records  are  protected  by  guards. 

Records  are  controlled  by  personnel  screening. 

,  Records  are  controlled  by  visitor  registers. 

Records  are  controlled  by  computer  system  software. 

Retention  aad  dbposab'Retained  in  office  files  for  two  years  after 
annual  cut-off,  then  destoyed  by  tearing  into  pieces,  shredding, 
pulping,  macerating,  or  burning. 

Exception:  records  pertaining  to  tax  data  are  retained  for  four 
years  rather  than  two. 
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Syctm  BMagei^s)  aid  addrcM:  Comptroller  of  the  Air  Force. 
Headquarters  United  State*  Air  Force. 

Director,  Accounting  and  Finance.  United  States  Air  Force 
(USAF);  and  Assistant  Comptroller  for  Non  Appropriated  Funds  at 
Air  Force  instaHatioos.  * 

Netifkatfan  praccdarc:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/RMAD  Denver.  Colorado  80279  telephone  303/82S-I161 
ext.  6341.  Information  pertaining  to  geographically  dispersed  ele¬ 
ments  of  the  record  system  may  be  obtained  from  documentation 
managers  at  the  applicable  Air  Force  component  listed  in  the  De¬ 
partment  of  Defense  Directory  in  the  appendix  to  the  Air  Force 
Systems  Notice.  The  local  Fiscal  Control  Officer  (FCO)  maintains 
the  record  system  at  installation  leveL  Requester  should  be  able  to 
provide  sufHcient  proof  of  identity  such  as  name,  social  security 
account  number,  place  of  employment  or  other  information  verifia¬ 
ble  from  the  reco^  itself. 

Record  access  procednres:  Requests  from  individuals  should  be 
addressed  to  AFAFC/RMAD  Denver,  Colorado  80279  telephone 
303/825-1161  ext  6341.  Information  pertaming  to  geographically 
dispersed  elements  of  the  record  system  may  be  obtained  from 
documentation  managers  at  the  applicable  Air  Force  component 
Irsted  in  the  Department  of  Defense  Directory  in  the  appendix  to 
the  Air  Force  Systems  Notice.  The  local  FCO  maintains  the  record 
system  at  insta^tion  leveL  Requester  should  be  able  to  provide 
sufficient  proof  of  identity  such  as  name,  social  security  account 
number,  place  of  employment  or  other  information  verifiable  from 
the  record  itself. 

CanUitlng  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtamed  from  the  Systems 
Maiuger. 

Record  source  categories:  Information  is  obtained  from  source 
dociunents  originatiiig  from  Civilian  Personnel  Offices  at  Air  Force 
installations. 

Systems  exempted  from  certahs  provtsloas  of  the  act:  NONE 
F17603  AA  A 

System  name:  Accounts  Receivable 
System  location:  At  Office  of  the  Secretary  of  the  Air  Force, 
Washington  DC  20330. 

Categories  of  indlvldnals  covered  by  the  system:  AD  Air  Force  em¬ 
ployees  authorized  to  use  Air  Force  mess  number  one 
Categories  of  records  Is  the  system:  Records  all  charges  or 
purchases  by  members  of  Air  Force  mess  number  one 
Authority  for  malatcnaace  of  the  system:  5  USC  301 
Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Purpose  of  file  is  for 
billing  members  authorized  use  of  the  Mess 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  books/binders. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  personfs)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 
Records  are  stored  in  locked  cabinets  or  rooms. 

Access  controlled  by  Manager  and  restricted  to  authorized  per- 
soimel 

Retcntloa  and  disposal:  Records  are  retained  until  Official  Audit 
and  then  destroyed  through  shredding,  macerating,  burning,  pulp¬ 
ing,  tearing  into  pieces. 

SysSsm  managsrfs)  and  address:  Administrative  Assistant  to  the 
Secretary  of  the  Air  Force 

Nodficatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Mailing  addresses  are  in  the  Department  of  Defense  directory  in ' 
the  appendix  to  the  Air  Force’s  systems  notice. 

Cuutcstlug  record  procednres:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing*  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  murce  categories:  Internally  generated 

Sysaems  exempted  from  certain  provisioas  of  the  act:  NONE 


P17603  DPMSPAA 

System  aaase:  Dishonored  Check  Control  Record 
System  locatioa:  Any  or  aD  Nonappropriated  Fund  Instrumentali¬ 
ties  (NAFIs)  in  the  Air  Force  worldwide.  Whether  one  exits,  and 
for  what  length  of  time,  depends  on  whether  the  NAFI  has  any 
dishonored  check  experience. 

At  Headquarters  United  States  Air  Force.  Washington  DC  20330 
Categories  of  individuab  cuvered  by  the  system:  AD  personnel, 
military  and  civilian,  whose  personal  checks  are  returned  to  NAFIs 
by  the  banking  system  and  are  dnhonored  for  such  reasons  as  in- 
suffkkot  funds,  closed  accounts,  invalid  signatures,  bank  errors, 
etc. 

Categories  of  records  in  the  system:  Form  on  whkh  custodian 
maintains  a  record  of  dishonored  checks.  Up  to  27  individual  en¬ 
tries  may  be  made  per  form.  Data  include  name  of  maker/endorser, 
organiration/address.  name  of  bank,  amount  of  check  and  reason  it 
was  dishonored,  and  whether  the  amount  u  collected  or  written  off 
Authority  for  maintenance  of  the  system:  10  USC80I2  Chapter  3, 
Powers  Section  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sneh  uses:  To  maintain  a  record  of 
dishonored  checks,  to  assist  in  collecting  amounts  due,  and  to  com¬ 
pile  a  statistical  quarterly  report  on  dishonored  checks. 

Policies  and  practices  far  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  visible  fUe  binders/cabinets. 

Retrievabtitty:  Subjectively 
Filed  by  Name.  . 

Safeguards:  Records  are  accessed  by  pcrson(s)  responsible  for 
servking  the  record  system  in  performance  of  their  official  dutks 
Records  are  accessed  by  authorized  personnel  w  ho  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retcntloa  and  disposal:  Destroyed  when  purpose  has  been  served 
and  account  settled  through  macerating,  pulping,  tearing,  shredding, 
and  burning. 

System  maaagerfs)  and  address:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  procedure:  Individuab  may  inquire  of  the  appropriate 
Nonappropriated  Fund  custodian/manager  in  order  to  exercise  then 
rights  under  the  Act. 

Record  aceem  procednres:  Individuab  may  inquire  of  the  ap¬ 
propriate  Nonappropriate  Fund  custodbn/manager  in  order  to  exer¬ 
cise  their  righu  under  the  Act. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initbl  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Dishonored  check  and  information 
thereon,  bank  correspondence. 

Systems  exempted  from  certain  provhions  of  the  act:  NONE 
F17603  DPMSPAB 

System  name:  Internal  Accounb  Receivable  System 
System  locatioa:  Individual  membership  association  nonap- 
propriated  fund  instrumentahtks  (NAFIs)  when  deemed  ap¬ 
propriate  and  necessary  and  approved  by  base  commanders 
Systems  exut  at  approximately  4U0  open  messes  worldwide  and  at 
50-75  other  membership  assoebtion  NAFIs,  such  as  rod  and  gun 
clubs,  areo  chibs. 

Categories  of  individuab  covered  by  the  system:  Active  and  retired 
military  and  civilbn  personnel  who  are  members  of  membership  as¬ 
sociations. 

Categories  of  records  in  the  system:  Records  are  subsidbry  ac- 
'count  ledgers  maintained  on  individual  members. 

Authority  for  maintenance  of  the  system:  Title  10,  United  States 
Code,  Chapter  803,  Department  of  the  Air  Force,  Section  8012. 
Title  5,  United  States  Code,  Chapter  3,  Powers  Section  301 

Routine  uses  of  records  maiutained  in  the  system,  bchidfaig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Record  charges  and 
credits  of  members  and  to  prepare  billing  statemenb. 

PoHdes  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 
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Storage:  Maintained  in  visibk  file  binders/cabinets. 

Rctricvabillty:  Filed  by  Name. 

Safcgnarda:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  arc  accessed  by  authorized  personnel  who  are  property 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  They  are  retained  throughout  the  life 
cycle  of  credit  sales  and  for  as  long  as  an  individual  remains  a 
member. 

System  manager(s)  and  addram:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  AFB,  Texas  78148, 

NottHcatloa  procedure:  Individuals  may  contact  the  appropriate 
Non  Appropriated  Fund  custodian/manager  in  order  to  exercise 
their  ri^ts  under  the  Act 

Record  access  procedures:  Same  as  procedures  for  notification. 

Contesting  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  sonree  categories:  Individual  members  themselves,  charge 
slips,  payment  receipts,  checks,  etc. 

Systems  exempted  from  certain  pravlsians  of  Um  act:  NONE 
P17M3  HC 

System  name:  Chaplain  Fund  Service  Contract  File 

System  lacatiaa:  At  Air  Force  installations  only.  Official  mailing 
addresses  are  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Ah’  Force’s  systems  notice. 

Categories  of  hnllvldnals  covered  by  the  system:  Contracting  of¬ 
ficers  and  representatives.  > 

Categories  of  records  In  the  system:  Contract  Between  Local 
Chaplahi  Fund  and  an  Individual  for  Provision  of  Specified  Ser¬ 
vices  Not  Available  through  other  Funds 

Anthority  for  maintenance  of  the  system:  Title  10  USC  8012  and 
Title  10  USC  8034 

Routine  nses  of  records  maintalacd  In  the  system.  Including  catego- 
rim  of  users  and  the  purposes  of  such  uses:  Record  of  Terms  of  Con¬ 
tracts 

Policies  and  practices  for  storing,  retrlevlag,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevablllty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  theh  official  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retention  and  disposal:  Retained  in  office  files  until  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  manager(s)  and  address:  Chief  of  Chaplains,  Headquarters 
United  States  Ah  Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Ah  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  Obtained  from  Contractor 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17603  OYUEBLA 

System  name:  Individual  Earning  Data 

System  location:  At  headquarters  of  the  major  commands  and 
separate  operating  agencies.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Ah  Force’s 
systems  notice. 

Individuals  concerned  and  at  Internal  Revenue  Service  (IRS). 

Categories  of  indivldaals  covered  by  the  system:  Off  duty 

AD  active  duty  military  personnel,  employed  by  Isolated  Site 
Lounge  Sundry  Fund  (ISLS^. 


Categories  of  records  In  the  system:  Individual  pay  records  and 
identifies  individual  by  name  and  social  security  account  number 
(SSAN). 

Authority  for  maintenance  of  the  system:  10  USC  8012 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  report  to  the  IRS  m- 
dividual  earnings  so  that  federal  income  tax  may  be  collected  on  aU 
payments  made  to  individuals  employed  m  the  operation  of  an 
ISLSF. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoeiag  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Maintained  in  card  files. 

RetrievabilMy:  Filed  by  Name. 

Filed  by  Social  Security  Account  Number  (SSANt 

Conventional. 

Safeguards:  Records  are  accessed  by  person! si  responsible  for 
servicing  the  record  system  in  performance  of  theh  official  duties 

Records  are  stored  in  locked  cabinets  or  rooms 

Retentioo  and  disposal:  Retained  in  ah  force  Communications 
Service  Comptroller  files  for  four  years  after  wages  are  paid,  then 
destroyed  by  tearing  into  pieces.  Retained  by  individual  for  report¬ 
ing  income  to  IRS. 

System  raanagcr(8)  and  address:  Deputy  Chief  of  Staff  Comp¬ 
troller  Headquarters  AFCS. 

Comptroller  of  the  Ah  Force,  Headquarters  United  States  Ah 
Force. 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Ah  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Ah  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17607  DPMS 

System  name:  17607  DPMS  Nonappropriated  Fund  Instrumentalities 
(NAFIs)  Financial  System. 

System  location:  At  any  of  the  foDowing:  Ah  Force  Military  Per¬ 
sonnel  Center.  Randolph  AFB  TX  78148,  MAJCOM  headquarters 
and  SOAs,  and  Ah  Force  NAFIs  when  deemed  appropriate  and 
necessary  and  approved  by  the  appropriate  commander.  System  ex¬ 
ists  whhm  approximately  1,300  NAFIs  which  include  resale  and 
revenue-sharing  NAFIs,  general  welfare  and  recreational  NAFIs, 
membership  association  NAFIs,  and  special  NAFIs.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  dhectory  in  the  ap¬ 
pendix  to  the  Ah  Force’s  systems  notice. 

Categories  of  individuals  covered  by  the  system:  AO  personnel, 
who  are  members  of  membership  associations  or  authorized 
patrons  of  any  of  the  above  NAFIs,  and  with  whom  financial 
transactions  are  conducted  including  the  extension  of  credit  in  ac¬ 
cordance  with  Ah  Force  regulations  or  those  whose  personal 
checks  are  returned  to  the  NAFI  by  the  banking  system  and  are 
dishonored  for  such  reasons  as  insufficient  funds,  closed  accounts, 
invalid  signatures,  bank  errors,  etc.  In  accordance  with  appropriate 
Ah  Force  regulations  concerning  NAFI  participation,  the  above 
personnel  may  include,  but  are  not  limited  to,  active'  duty  and 
retired  military  members  and  theh  dependents,  members  of  US 
reserve  components  and  FederaUy  recognized  National  Guard 
units.  Ah  Force,  Army,  or  Naval  Academy  cadets;  military  mem¬ 
bers  of  foreign  governments  on  duty  with  the  DOD;  DOD  civilian* 
and  theh  dependents,  other  Federal  Government  employees  work¬ 
ing  on  the  military  installations  and  theh  dependents,  employees  of 
Federal  Government  agencies  working  at  the  installation,  contractor 
employees,  technical  representatives,  and  others  who  are 
authorized  logistic  support  and  work  at  the  installation  and  where 
membership  or  usage  would  be  in  the  best  interest  of  the  installa¬ 
tion,  rethed  Federal  Government  service  civilian  personnel  (civfl, 
foreign  service,  etc.)  who  were  members/participants  of  a  NAFI  at 
time  of  retirement,  commissioned  members  of  the  American  Red 
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Crou.  US  Public  Health  Service,  and  the  US  Environmental 
Sciences  Administralionu  unremarried  spouses  and  children  of 
deceased  active  duty  or  retired  members  of  the  US  Armed  Forces/ 
and  certain  other  categories  of  individuals  identified  by  authorized 
personnel  who  directly  support  Air  Force  mission  requirements. 
Also,  all  personnel  employed  by  or  assigned  to  the  NAFI  in  any 
manner  who  are  involved  in  any  financial  transaction  involving  the 
NAFI  whether  internal  or  external,  including  but  not  limited  to,  the 
receipt  or  control  of  cash  or  other  property. 

Categnrics  of  records  in  the  system:  Records  nccessHated  by  or 
rcsulung  from  financial  transactions  with  authorized  members, 
patrons,  vendors,  or  those  otherwise  entitled  to  utilize  or  deal  with 
a  NAFI  service.  Such  records  include,  but  are  not  limited  to,  sub¬ 
sidiary  account  ledgers  maintained  on  individual  mem¬ 
bers/authorized  patrons  who  are  charged  dues  and/or  extended 
credit  including  the  use  of  billeting  type  facilities  prior  to  payment, 
form(s)  on  which  a  record  of  delinquent  accounts  or  d^onored 
checks  and  their  disposition  are  maintained;  and  records  of  package 
hquor  or  other  sales  or  services.  Records  necessitated  for  or  by  in- 
temal/extemal  financial  record  keeping  or  asset  control,  including 
but  not  kmited  to  the  receipt  and  control  of  cash,  custody  for  tangi¬ 
ble  property,  and  any  actions  taken  as  a  result  of  any  irregularity. 

Autboiiiy  far  malnicnaacc  nf  the  system:  10  United  States  Code 
8012,  Secretary  of  the  Air  Force:  powers  and  dnties;  delegation  by. 

S  United  States  Code  301,  Departmental  regulations.  Executive 
Order  9397  ,  22  November  1943,  Number  System  for  Accounts 
Relating  to  Individual  Persons. 

Rondne  nsm  nf  reemrds  mshHahifd  in  the  system,  inchidlng  entego- 
risa  ef  nsers  and  the  purposes  of  such  uses:  To  record  charges  and 
credits  of  members  and  others  authorized  credit  To  prepare  billing 
statements  or  furnish  data  to  an  outside  party  to  prepare  billing 
statements.  To  maintain  a  record  of  dishonored  checks.  To  assist  in 
collecting  aO  amounts  due  in  accwdance  with  establisbed  Air  Force 
procedures.  To  compile  a  statistical  quarterly  report  on  dishonored 
checks  and  statistical  data  on  delinquent  accounts  receivable  for 
use  with  the  financial  reports.  To  verify  ehgibihty  to  engage  in 
financial  transactions  with  NAFIs,  including  package  liquor  and 
other  sales  and  extension  of  credit.  To  form  a  data  base  within  the 
financial  system  of  the  NAFIs.  Uitlized  by  personnel  responsfttle 
for  conducting  Air  Force  morale,  welfare,  and  recreation  (MWR) 
financial  transactions.  May  be  provided  to  commercial  or  nonprofit 
concerns  conducting  activities  in  support  of,  similar  to,  or  in 
furtherance  of,  the  Air  Force  programs  involved.  May  be  provided 
to  any  DOD  component  or  any  part  thereof  and,  upon  request,  to 
any  other  federal,  state,  and  local  government^  agencies  in  the 
pursuit  of  their  official  duties.  May  aUo  be  used  for  other  lawful 
purposes  including  law  enforeement  and/or  litigation. 

PuUdes  and  practices  for  storing,  retrieving,  accessing,  rctahalng, 
and  disposing  of  records  In  the  system: 

Storage:  Maintained  in  visable  file  binders/cabinets.  Also,  may  be 
maintained  on  computer  records. 

Rctrtevabnity:  Filed  by  name  and/or  social  security  account 
number  (SSAN);  form  title  or  computer  product  control  number. 

Safeguards:  Records  are  accessed  by  person(s)  reN^nsible  for 
servicing  the  record  system  in  performance  of  their  omcial  duties. 
Personnel  are  properly  screened  and  cleared  for  need-to-know. 
Records  are  stored  in  secured  buildings  or  locked  cabinets  or 
rooms. 

RctcnHan  and  dkpasal:  Subsidiary  accounts  receivable  are 
retained  throughout  the  life  cycle  of  credit  sales  and  for  as  long  as 
an  individual  remains  in  an  active  member/authorized  patron  status. 
Those  forms  used  in  connection  with  delinquent  accounts  or 
dishonored  checks  are  retained  until  no  longer  needed.  Record 
disposal  for  these  and  aO  other  maintained  rec^s  is  in  accordance 
with  AFM  12-50. 

System  managerfs)  and  nddrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  AFB  TX  78148. 

NotWcatlna  procedure:  Individuals  may  contact  the  appropriate 
nonappropriated  fund  financial  management  branch  (NAFFMB)  or 
the  appropriate  operating  branch/section  manager  in  order  to  exer¬ 
cise  th^  rights  under  tha  Act.  Official  mailing  addresses  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  Air  Forces 
systems  notice. 

Record  ncccm  procedures:  Same  as  procedures  for  notification. 

CenSestlng  recerd  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 

Manager. 


Record  source  categories:  Individual  members/patrons/users  of  a 
service  themselves,  charge  slips,  payment  receipts,  checks,  and 
other  authorized  financial  forms  and  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17607  DPMSOAB 

System  name:  Air  Force  Open  Mess  Program 

System  locotlen:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  headquarters  of  major  commands  and  at  all  levels  down  to 
and  including  Air  Force  installations.  Official  mailing  addresses  are 
in  the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Categories  of  Individuals  covered  by  the  system:  Active  duly  mili¬ 
tary,  retired  military.  Reserves,  National  Guard,  Department  of 
Defense  (DOD)  civibns,  DOD  Nonappropriated  Funds  (NAF)  em¬ 
ployees,  contractor  personnel  worki^  on  military  installations, 
technical  representatives,  commissioned  members  of  the  American 
Red  Cross,  United  States  (US)  Public  Health  Service,  and  the  US 
Environmental  Sciences  Services  Administration,  and  their  depen¬ 
dents. 

Categories  of  records  in  the  system:  Membership  applications,  em¬ 
ployee  performance  evaluations,  records  of  delinquent  accounts, 
bad  check  reports,  package  store  sales  shps. 

Authority  (or  maintenance  of  the  system:  Title  10,  United  States 
Code  Chapter  803,  Department  of  the  Air  Force,  Section  8012; 
Title  5,  United  States  Code  Chapter  3,  Powers  Section  301. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  eligibility 
criteria,  retention/termination/promotion  of  employees,  assist  in 
financial  management,  provide  audit  trad. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dlspoalng  of  records  in  the  system: 

Storage:  Maintained  on  paper  tape. 

Retrlevabllity:  By  subject 

Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  need-to-know. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  office  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulling,  macerating,  or 
burning. 

System  managerfs)  and  addrem:  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel,  Randolph  Air  Force  Base,  Texas 
78148. 

Notification  procedure:  Individuals  may  contact  agency  officials 
at  the  respective  Open  Mess  location  in  order  to  exercise  their 
rights  under  the  Act. 

Record  accem  procedures:  Individuals  may  contact  agency  offi¬ 
cials  at  the  respective  Open  Mess  location  in  order  to  exercise  their 
rights  under  the  Act. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Member’s  application  and  participation. 
Open  Mess  manager,  employees,  vendors,  package  store  manager. 

Systems  exempted  from  certain  provlsloas  of  the  act:  NONE 
F17M7  DPMSOBA 

System  name:  Aero  Club  Membership/Training  Records 

System  location:  Each  aero  club  office  at  respective  Air  Force  In¬ 
stallations. 

Categories  of  indhrldnab  covered  by  the  system:  AD  aero  club 
members. 

Categories  of  records  In  the  system:  Membership  application, 
training  and  currency  records. 

Authority  lor  maintenance  of  the  system:  Title  10,  United  States 
Code,  Chapter  803,  Department  of  the  Ahr  Force,  Section  8012; 
Title  5,  United  States  Ct^e,  Chapter  3,  Powers  Section  301. 
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Roatiac  ntcs  ol  rccordi  aialaUlacd  ia  the  systcai,  laclndiag  catego* 
rin  a(  asrn  aad  the  parpaact  of  aach  aaca;  DetcrmiBe  membership 
eligibiUty  and  maintain  a  record  of  training  and  currency  of  in¬ 
dividual  members. 

Pollclea  and  praetkrea  for  atoring,  rctrlavlag,  acccaaiag,  retaining, 
and  diapoaiag  of  rccorda  in  the  ayatem: 

Storage:  Maintained  in  visible  file  binders/cabinets. 

Rrtrlevability:  Filed  by  Name. 

Safeguards:  Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Air  Force  records  are  transferred  with  in¬ 
dividual  member  or  disposed  of  upon  member’s  separation  or 
resignation. 

Retained  in  office  files  until  superseded,  obsolete,  no  longer 
needed  for  reference,  or  on  inactivation,  then  destroyed  by  tearing 
into  pieces,  shredding,  pulping,  macerating,  or  burning. 

System  maaagerts)  aad  address;  Assistant  Deputy  Chief  of  Staff 
Personnel  for  Military  Personnel.  Randolph  Air  Force  Base.  Texas 
78148. 

Nodtkatloa  procedure:  Individuals  may  contact  agency  officials 
at  the  respective  aero  club  location  in  order  to  exercise  their  rights 
under  the  Act. 

Record  access  procedares:  Individuals  may  contact  agency  offi¬ 
cials  at  the  respective  aero  club  location  in  order  to  exercise  their 
rights  under  the  Act. 

CoateatiBg  record  procedares:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  soarce  ealcgorles:  Membership  application,  training  and 
currency  records. 

Systesu  exempted  from  certain  provlsloas  of  the  act:  NONE 
F17701  NGBJA  A 

System  aame:  Confidential  Statement  of  Employment  and  Financial 
Interest  - 

System  locatloB:  NGB  JA 

Categories  of  individuals  eovered  by  the  system:  All  active  duty 
military  personnel. 

Air  National  Guard  personnel. 

Categories  ol  records  la  the  system:  Statements  of  Financial  In¬ 
terest 

Aathoiity  tor  mainicaaace  of  the  system:  Executive  Order  11222, 
8  May  65 

Roodac  uses  of  records  maintained  ia  the  system,  including  catego¬ 
ries  of  users  aad  the  purpoees  of  such  uses:  Routine  use  to  include 
but  not  limited  to  retaining  all  information  pertaining  to  an  in¬ 
dividual  including  employment  forms,  employment  and  financial 
documents  from  individual,  other  government  agencies  and/or 
private  concerns.  To  Keep  a  record  of  any  employment  or  financial 
action  of  official  interest  or  concerning  promotion  consideration, 
assignment  policies,  selection,  location  and  to  report  on  or  take  ap¬ 
propriate  action  on  individuals. 

Policies  aad  practices  for  storiag,  retrievlag,  accesslag,  retaining, 
and  dispoolng  of  records  ha  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabillty:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  their  official  duties. 

Retentioa  aad  disposal:  Retained  in  office  files  untfl  superseded, 
obsolete,  no  longer  needed  for  reference,  or  on  inactivation,  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerating,  or 
burning. 

System  managerfs)  and  addrem:  Director  of  Air  National  Guard, 
Headquarters  United  States  Air  Force. 

Notiflcatloa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  aource  categories:  Information  from  the  individual 

Systeau  exempted  from  certain  provisions  of  the  act:  NONE 


F17701  OBXQPCA 

System  name:  17701  OBXQPCA  Cadet  Accounting  and  Finance, 
System  Code  RZ,  Data  System  Designator  E5I6 

System  locathm:  United  States  Air  Force  Academy.  USAF 
Academy  CO  80840.  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB,  Denver,  CO  80279. 

Categories  of  individuals  covered  by  the  system:  Air  Force  Acade¬ 
my  cadets. 

Categories  of  records  in  the  system:  Individual  computerized  files 
containing  pay  data  for  all  USAF  Academy  Cadets  including 
Establishment/Change  in  Personal  Checking  Account.  Monthly  Re¬ 
port  of  Contingency  Fund  Status,  Contingency  Fund  Loan  Request, 
Cadet  Pay  Order.  Document  Control  Log,  Recapitulation  of  Cadet 
Pay  Account,  Cadet  Pay  Authorization,  Cadet  Pay  Monthly  State¬ 
ment,  Cadet  Pay  Record,  Payment/  Collection  Vouchers,  Separa¬ 
tion  Control  Log,  Electronic  Data  Processing  Sheets,  Microfilm 
Files,  Cadet  Pay  Disk  File,  Quarterly  FICA  Report,  Transmittal 
Letter. 

Authority  for  maintenance  of  the  system:  lOUSC,  9331,9334,9342, 
9350;  37USC.  201 

Routine  uses  of  records  maintained  ia  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  purpose  for  which 
the  information  in  the  system  is  collected  is  to  accumulate  cadet 
pay  entitlements  (bask  pay  and  subsistence),  deductions  (federal 
tax,  social  security,  insurance  premiums)  in  order  to  properly  moni¬ 
tor  the  payments  disbursed  to  the  Air  Force  Cadet  Wing  (TAFCW). 
The  only  category  of  user  is  the  Accounting  and  Finance  Offke, 
Cadet  Pay  Section  and  Paying  and  Collection  Section.  The  specifk 
uses  of  the  information  include  determining  the  correct  montUy  net 
pay  to  be  disbursed  to  each  cadet,  preparing  TD  Forms  W2  for  the 
Internal  Revenue  Servke,  reporting  deductions  for  the  Federal  In¬ 
surance  Contribution  Act  to  the  Social  Security  Administration, 
charging  the  cadets  for  clothing  issues  and  miscellaneous  charges 
from  authorized  USAF  Academy  sources,  and  the  reporting  of  all 
expenditures  to  the  Air  Force  Accounting  and  Finance  Center. 

PoHclcs  aad  practices  for  storing,  rctrievfaig,  acccssMg,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders,  in  visible  file  bin¬ 
ders/cabinets,  in  card  files,  on  computer  magnetk  tapes,  on  disks 
or  drums,  on  computer  paper  printouts,  on  roD  nucrofilm. 

Retrlevabillty:  Filed  by  Military  Servke  Number  or  other  identifi¬ 
cation  number  or  system  identifier. 

Safeguards:  Records  are  accessed  by  custodian  of  tbe  record 
system  and  by  person(s)  responsible  for  servking  the  record  system 
in  performance  of  their  offkial  dutks  who  are  properly  screened 
and  cteared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms. 

Retentioa  and  disposal:  The  original  copy  of  Cadet  Pay  Record. 
Cadet  Pay  Order,  Substantiating  Pay  Documents  and  Transmittal 
Letter  are  forwarded  to  AFAFC,  Lowry  AFB,  Denver,  CO  80279. 
A  mkrofilm  copy  of  the  Cadet  Pay  Record  is  maintained  by  USAF 
Academy  Finance,  Cadet  Pay  Section.  USAF  Academy,  CO  80840, 
and  is  destroyed  4  years  after  graduation  by  cutting  into  pieces.  Co¬ 
pies  of  Cadet  Pay  Orders,  substantiating  pay  documents  and  post¬ 
ing  media  records  are  retained  1  year  after  annual  cutoff  in  current 
ffles  area  and  forwarded  to  the  USAF  Academy  Staging  Area  for  2 
additional  years.  Document  Control  Records  arc  destroyed  90  dayr 
after  close  of  FY  to  whkh  they  pertain.  W-2  listings,  quarterly 
FICA  reports  and  CPITF  interest  distribution  records  are  retained 
by  Cadet  Pay  Section  6  years  after  CY  to  whkh  they  pertain.  Audit 
registers  are  destroyed  after  9  months.  Financial  statements, 
schedules  and  supporting  data  is  destroyed  after  4  years.  Pay  inqui¬ 
ries  are  destroyed  after  2  years.  All  destruction  is  accompli^ed  by 
tearing  into  pkces. 

System  manager(s)  and  address:  Superintendent,  United  States 
Air  Force  Academy,  Colorado,  80840. 

Notification  procedure:  Director  of  Accounting  and  Finance, 
United  States  Air  Force  Academy,  Colorado,  80840. 

Record  access  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager.  , 

‘  Record  source  categories:  Information  obtained  from  source  docu¬ 
ments  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 
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SyatMW  ciMipted  fraa  ccrUta  provWoM  of  the  act:  NONE 
F1770S  OEACYVA 

Syeica  uim:  17705  OEACYVA  Accountin(  and  Finance  Officer 
Accounts  and  SubaUntiating  DocumenU 

Systcai  Ucatlaa:  Air  Force  Accounting  and  Finance  Center. 
Lowry  AFB,  Denver.  CO  80279.  Denver  Federal  Archives  and 
Records  Center  Bldg  48  Denver  Federal  Center.  Denver.  Colorado 
80225 

Categortes  of  iadhridaab  covered  by  the  systea:  Civilian  personnel 
employed  at  or  paid  by  AF  Installations,  Air  Force  active  duty  mOi- 
tary  personnel.  Air  Force  Reserve  and  Air  National  Guard  person¬ 
nel.  Retired  Air  Force  military  personnel,  and  their  allotees. 

Categories  of  records  la  the  system:  individual  military  pay 
records;  substantiating  documents,  such  as,  certificates  for  deduc¬ 
tions  and  retained  military  pay  orders;  records  of  travel  payments; 
financial  record  data  folders;  miscellaneous  military  vouchers  and 
statements;  copies  of  morning  or  strength  reports  and  personal 
financial  records. 

Aathority  tor  aaiatcaaBcc  of  the  system:  31  USC  67(b). 

Rondae  usa  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  pnrposcs  of  such  uses:  The  purpose  of  this 
system  is  to  serve  as  a  repository  from  which  information  may  be 
retrieved.  The  categories  of  users  and  uses  are  federal  agencies  in¬ 
cluding,  but  not  limited  to,  the  Federal  Bureau  of  Investigation;  Of¬ 
fice  of  Special  Investigtion,  United  States  Air  Force;  Internal 
Revenue  Service;  and  U.  S.  Attorneys  for  investigative  purposes; 
And  the  General  Accounting  Office  and  Comptroller  Gener^  for 
audit  purposes.  Also  used  by  state,  local  and  chy  governments  to 
substantiate  pay.  eligibility  for  welfare  and  unemployment;  the  civil 
service  commission  for  personnel  management  functions;  the 
general  public  for  garnishment  of  pay,  employment  purposes  and 
by  by  other  Air  Force  and  Department  of  Defense  components  and 
Air  Force  members  to  substantiate  claims,  legality  of  payments, 
and  service.  Disclosures  made  pursuant  to  the  freedom  of  informa¬ 
tion  act.  Disclosures  to  the  Department  of  Justice  for  criminal 
prosecution.  civQ  litigation  or  investigation. 

Policies  and  praetkea  for  storteg,  retrieving,  accessing,  retaining, 
and  dlqKising  of  records  in  the  system: 

Storage:  Maintained  in  file  folders,  in  note  booksA>inders,  on 
computer  paper  printouts,  on  roil  microfilm,  and  on  microfiche. 

Retrievability:  FOed  by  Name,  Social  Security  Number  (SSN)  or 
Military  Service  Number,  accounting  and  disbursing  station  number 
and  period  of  data  requested. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  locked 
cabinets  or  rooms,  protected  by  guards  and  controlled  by  personnel 
screening. 

Rctcatisa  and  disposal:  records  are  stored  at  Air  Force  Account¬ 
ing  and  Finance  Center,  updated  and  accessible  for  18  months  after 
receipt  from  Air  Force  Accounting  and  Finance  Officers  world¬ 
wide;  then  retired  to  the  Denver  Federal  Archives  and  Records 
Center  where  they  are  retained  for  a  period  of  4  years.  9  months. 
Destruction  is  accomplished  by  sale  to  a  salvage  company  for 
shredding. 

System  managerfs)  and  addms:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  Accounting  and 
Finance  United  States  Air  Force  (USAF). 

Nodfleatkm  procedure:  information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD  Lowry  AFB.  Denver,  CO  80279,  telephone  (303)  320- 
7553.  Requester  sho^  be  able  to  provide  sufficient  proof  of  identi¬ 
ty,  such  as  name,  social  security  number,  duty  station,  place  of  em¬ 
ployment  or  other  information  verifiable  from  the  record  itself. 

Record  aceem  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD  Lowry  AFB,  Denver,  CO  80279, 
telephone  (303)  320-7553.  Requester  should  Im  able  to  provide  suffi¬ 
cient  proof  of  identity,  such  as  name,  social  security  number,  duty 
station,  place  of  employment  or  other  information  verifiable  from 
the  record  itself. 

Coatestfaig  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 


Record  source  categories:  Information  from  Air  Force  Accounting 
and  Finance  Officers. 

Systems  exempted  from  certain  provisiona  of  the  act:  NONE  | 

FI7707  OEACYVA 

System  name:  17707  OEACYVA  Loss  of  Funds  Case  Files 

System  location:  Air  Force  Accounting  and  Finance  Center,  I 
Lowry  AFB.  Denver,  CO  80279.  j 

Categories  of  individuab  covered  by  the  system:  Army,  Navy  and 
Marine  Corps  active  duty  military  personnel.  Air  Force  active  duty  : 
officer  and  enlisted  personnel.  Air  Force  civilian  employees.  ^ 
Former  Air  Force  civilun  employees.  Air  Force  Reserve  and  Air 
National  Guard  personnel.  Retired  Air  Force  military  personnel.  I 

Categories  of  records  in  the  system:  information  source  docu¬ 
ments.  reports  of  investigating  officer(s)  pertinent  to  losses  in  Air 
Force  accounting  and  finance  Officers:  (AFOS)  accountability,  loss 
of  funds  settlement  vouchers,  material  to  determine  cause  of  the 
loss,  identification  of  personnel  concerned  in  the  loss,  determina¬ 
tions  of  pecuniary  liability,  opinions  from  Judge  Advocate  General 
offices,  opinions  from  the  Comptroller  General  and  from  the 
General  Accounting  Office,  and  final  determinations  by  the  Secre¬ 
tary  of  the  Air  Force. 

Authority  (or  maintenaucc  of  the  system:  31  USC  95a,  492b;  40 
USC  721-729. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Loss  of  funds  case  files 
record  the  chronological  history  of  losses  or  deficiencies  in  AFOS 
money  accounts.  Data  contain^  in  these  files  are  used  to  prepare 
reports  and  statistics,  and  to  develop  facts  necessary  for  adminis¬ 
trative  adjudications  of  pecuniary  responsibility.  Users  of  the 
records  system  include,  but  are  not  limited  to.  attorneys,  surely 
companies,  and  individuals  for  internal  Air  Force  processing  and 
outside  litigation  by  those  named  in  the  case.  Disclosures  are  made 
to  the  Department  of  Justice  (for  criminal  prosecution,  civd  litiga¬ 
tion.  and  investigation);  to  members  of  the  general  public  when 
required  by  the  freedom  of  information  act,  to  the  Comptroller 
General  and  the  General  Accounting  Office  for  audit  purposes  and 
for  opinions,  to  the  Federal  Bureau  of  Investigation  and  the  Office 
of  Special  Investigations,  United  States  Air  Force  (for  investigatioo 
of  possible  criminal  violations),  and  to  various  Air  Force  pay 
systems  for  implementation  of  administrative  adjudications. 

Felkbs  and  praetkes  (or  storing,  rctrkving,  accessing,  retaining, 
aad  dbpeeing  of  records  in  the  system: 

Storage:  Maintained  in  fik  folders. 

Retrkvabilky:  FQed  by  Name. 

Safeguards:  Records  are  accessed  by  person(s)  responsibk  for 
servking  the  record  system  in  performance  of  their  official  duties 
who  are  properly  screened  and  cleared  for  need-to-know.  Records 
are  stor^  in  security  fik  containers/cabinets  and  Records  are 
stored  in  safes,  protected  by  guards,  and  controUed  by  personnel 
screening  and  visitor  registers. 

Rcteuthm  and  dbposal:  whenever  relkf  from  pecuniary  responsi¬ 
bility  for  a  loss  is  recommended  and  granted,  records  are  retained 
at  AFAFC  (or  four  years  and  then  destroyed  by  tearing  into  pieces, 
shredding  .pulping  or  macerating.  Whenever  one  or  more  persons 
are  heU  IkUe  (or  a  loss,  and  the  loss  is  compktely  recovered, 
records  are  retained  in  AFAFC  fOes  for  six  years  and  then 
destroyed  by  tearing  into  pieces,  shredding,  pulping,  or  macerating. 

System  managerfe)  and  addrem:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  of  Accounting  and 
Finance  United  States  Air  Force  (USAF). 

Notlflcadon  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279,  tekphone  (303) 
3207553.  The  requester  should  be  abk  to  provide  suffkknt  proof  of 
identity,  such  as  name,  social  security  number,  military  or  civilian 
status,  duty  station  or  pbee  of  employment,  or  other  information 
verifiabk  in  the  record  itself. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,.  CO  80279, 
tekphone  (303)  320-7553.  The  requester  should  be  abk  to  provide 
suffkknt  proof  of  identity,  such  as  name,  social  security  number, 
mBitary  or  civilian  status,  duty  station  or  place  of  employment,  or 
other  information  verifiabk  in  the  record  itself. 

Contesting  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
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the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions,  police  and  investigating  officers,  witnesses  and  source 
documents  (such  as  reports)  prepared  on  behalf  of  the  Air  Force  by 
boards,  committees,  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certaiu  provisions  of  the  act:  NONE 
F17708  OEACYVA 

System  name:  17708  OEACYVA  Claims  case  fOe-  corrected  military 
pay  and  allowances. 

System  locatioa:  Air  Force  Accounting  and  Finance.  Center, 
Lowry  AFB,  Denver,  CO  80279.  and  at  the  Denver  Federal 
Archives  and  Records  Center  Denver  Federal  Center,  building  48, 
Denver  CO  80225 

Catcgorica  of  iodividnals  covered  by  the  system:  Air  Force  active 
duty  officer  personnel  and  enlisted  personnel,  and  former  active 
duty  military  personnel;  Air  Force  Reserve  and  Air  National  Guard 
personnel.  Retired  Air  Force  military  i^rsonnel.  Air  Force  Acade¬ 
my  cadets.  Surviving  dependents  of  military  personnel. 

Categories  of  records  hi  the  system:  Includes  but  not  limited  to  the 
following  retired  pay  information,  reserve  pay  information;  state¬ 
ment  of  service;  travel  orders;  travel  vouchers;  leave  records;  in¬ 
dividual  milit^  pay  records;  discharge  document;  civilian  earning 
statements;  civilian  earnings,  wage  and  tax  statement;  income  tax 
returns  when  provided  by  individuals  to  support  a  Claim;  copies  of 
court  martials;  copies  of  non-judicial  punislunent,  application  for 
correction  of  military  or  naval  records;  requests,  authorizations  and 
pay  orders  for  basic  allowance  for  subsistence  (BAS),  separate  ra¬ 
tions;  record  of  travel  payments;  military  pay  and  allowances 
voucher;  biOs  of  lading;  supplemental  wage  and  tax  statement;  de¬ 
pendents:  address  and  name;  social  security  number  of  deceased 
retired  Air  Force  members;  pay  adjustment  authorization;  medical 
bills  and  receipts;  correspondence  pertaining  to  above  subject  mat¬ 
ters. 

Authority  for  maintcnaacc  of  the  system:  10  USC  ISS2 

Routine  uses  of  recurds  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purpoam  of  such  uses:  The  purpose  of  the 
record  system  is  to  determine  the  proper  payment  due  based  on  the 
correction  of  military  records.  Users  include,  but  are  not  limited  to 
the  following  when  claimant  has  his  records  changed  to  receive 
back  pay  for  a  period  he  was  drawing  unemployment,  the  amount 
of  the  payment  is  reported  to  the  applicable  state  unemployment 
office.  The  various  state  unemployment  offices  may  use  the  infor- 
nution  to  either  institute  collection  process  from  the  member  or  to 
adjust  their  records.  Pay  adjustment  data  and  supporting  documen¬ 
tation  is  submitted  to  the  accounting  and  finance  office  for  pay¬ 
ment,  and  also  to  the  Joint  Uniform  Military  Pay  System  (JUMPS) 
for  memorandum  type  entry  on  master  military  pay  account.  Dis¬ 
closures  made  persuant  to  the  Freedom  of  Information  Act.  Disclo¬ 
sures  to  Department  of  Justice  for  criminal  prosecution,  civfl  litiga¬ 
tion,  or  bvestigation.  Disclosures  may  also  be  made  to  the  Inter^ 
Revenue  Service  and  to  the  Social  Security  Administration  for  their 
determiiMtion  of  tax  liabilities  and  social  security  entitlements  flow- 
mg  from  corrections  of  military  pay  and  allowances. 

PoUdea  and  practices  fer  staling,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrlevabll^:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  persons)  respons8>le  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets,  protected  by  guards,  and  controlled  by  person¬ 
nel  screening  and  visitor  registers. 

Rctenttan  and  disposal:  Folder  is  retained  at  Air  Force  Account¬ 
ing  and  Finance  Centet  for  3  and  1/2  years,  after  which  time  it  is 
sent  to  Denver  Federal  Archives  and  Record  Center  and  destroyed 
6  years  from  final  closing  date.  Destruction  is  by  shredding, 
mascerating,  pulping,  or  burning. 

System  asanageris)  and  address:  ComptroDer  of  the  Air  Force, 
He^quarters  Unit^  States  Air  Force.  ;  Director  Accounting  and 
Finance  United  States  Air  Force 

NstRlnllsn  procedure:  information  as  to  whether  the  records 
system  contains  information  on  an  individual  may  be  obtamed  from 
AFAFC/DAD,  Lowry  AFB,  Denver.  CO  80279.  telephone  (303) 


320-7553.  The  Requester  should  be  able  to  provide  sufficient  proof 
of  identity,  such  as  name.  Social  Security  Number,  driver. s  license, 
military  status,  duty  station  or  place  of  employment  or  other  infor¬ 
mation  verifiable  from  the  record  itself. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB.  Denver.  CO  80279. 
telephone  (303)  320-7553.  The  requester  should  be  able  to  provide 
sufficient  proof  of  identity,  such  as  name,  social  security  number, 
drivers  license,  military  status,  duty  station  or  place  of  employ¬ 
ment  or  other  information  verifiable  from  the  record  itself. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  automated  system  interfaces,  and  source  documents  (such 
as  reports)  prepared  on  behalf  of  the  Air  Force  by  boards,  commit¬ 
tees.  panels,  auditors,  and  so  forth. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17708  OEACYVB 

System  name:  17708  OEACYVB  Claims  case  file  -  musing  in  action 
data 

System  locatioa:  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB,  Denver,  CO  80279.  and  at  the  Federal  Archives  and 
Record  Center  Building  48  Denver  Federal  Center,  Denver  Co 
80225. 

Categories  of  tadividnab  covered  by  the  system:  Missing  in  action 
Air  Force  members;  dependents  of  missing  Air  Force  members; 
next  of  kin  of  missing  Ahr  Force  members;  and  former  wives  of 
musing  Air  Force  members. 

Categories  of  records  in  the  system:  Includes,  but  not  limited  to 
the  following  statements  of  dependent, s  expenses;  Air  Force  Office 
of  Special  Investigation  reports  (OSI);  correspondence  requests  for 
dependency  determination;  travel  vouchers;  travel  orders;'  marriage 
certificates;  birth  certificates;  annulments;  divorce  decrees;  adop¬ 
tion  papers;  allotment  documents  (starts,  stops,  and  changes);  mili¬ 
tary  pay  and  allowance  vouchers;  promotion  orders  ;  military  pay 
orders;  financial  statements;  reports  of  casualty;  wage  and  tax 
statements;  guardianship  papers;  statements  of  service;  records  of 
emergency  data;  assigiunents  of  assistance  responsibility;  leave  and 
earnings  statements;  acknowledgments  and/or  transfers  of  casualty 
assistance;  records  of  travel  payments;  per  diem  work  sheets;  pay 
adjustment  authorizations;  bids  of  ladiiig;  tax  certificate  statements; 
returned  check  records;  public  vouchers  for  purchases  and  ser¬ 
vices;  notice  of  premium  due  from  commercial  insurance  compa¬ 
nies;  car  titles;  Judge  Advocate  General  opinions  and  interpretative 
memoranda;  car  insurance  policy  statements;  requests  for  verifica¬ 
tion  of  deposits  in  Uniformed  Services  Savings  Deposit  program; 
public  vouchers  for  refunds;  military  pay  vouchers;  letters  of  notifi¬ 
cation  of  pay  increases  and  decreases;  copies  of  musing  member:s 
last  win  and  testament;  Uniformed  Services  Savings  Deposit  state¬ 
ments;  change  of  mailing  address  forms;  copies  of  personal  checks; 
breakdown  of  expenditures  for  investment  purposes;  military  pay 
records  of  missing  member;  medical  history  on  dependents;  and 
newspaper  clippings. 

Authority  for  malutenauce  of  the  system:  37  USC  551-558 

Routfuc  uses  of  records  mslntalurd  iu  the  system,  iucludl^  catego¬ 
ries  of  users  and  the  purpoam  of  such  uses:  This  record  system  u 
used  for  adjudication  and  distribution  of  mbiung  memberis  funds, 
and  to  make  determinations  of  dependent:s  eligibility  and  entitle¬ 
ment  to  pay  aUowances  for  parents,  wives  and  children.  Copies  of 
parents;  dependency  affidavits  and  related  correspondence  may  be 
furnished  to  the  Air  Force  Office  of  Special  Investigation  (OSI)  to 
verify  statements  made  by  the  parents  on  application  of  claim  for 
dependency.  Data  is  also  disclosed  through  correspondence  with 
member,s  dependents  pertaining  to  distribution  of  monies.  Copies 
of  records  may  on  occasion  be  furnished  to  other  agencies,  sneh  as 
but  not  limited  to  Internal  Revenue  Service  (IRS),  Social  Security 
Administration  (SSA),  and  the  Veterans  Adininistration  (VA),  and 
to  state  and  local  agencies  for  their  determiiution  for  any  obliga¬ 
tions,  benefits  and  privfl^es  under  their  respective  jurisdictions. 
On  occasion  information  is  provided  to  die  comptroller  general  and 
the  General  Accounting  Office,  for  decisions  and  audit  purposes.  In¬ 
formation  is  furnished  to  members  of  congress  for  replies  to  their 
constituents  and  for  legislative  purposes.  Dudosarcs  are  made  por^ 
suant  to  the  Freedom  of  Information  acL  Disclosures  are  made  to 
the  Department  of  Justice  for  criminal  prosecution.  chrS  fitigation. 
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or  investigatioii.  Vouchers  are  provided  to  the  Automated 
Uniformed  Services  Savings  Deposit  Program  (USSDP).  Vouchers 
and  supporting  documentation  arc  provided  to  kKal  accounting  and 
finance  offices  for  payment. 

PolkiM  and  praetka  for  storing,  retrieving,  ncccaalng,  rctninhig, 
and  disposing  ol  records  in  the  system: 

Storage:  Maintained  in  file  folders. 

Retrkvahility:  Filed  by  Name,  Social  Security  Number  (SSN),  or 
Military  Ser>-ice  Number. 

Salegnards:  Records  arc  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  dutks  who  arc  properly  screened 
and  ekared  for  need-to-know.  Records  are  stored  in  security  file 
containcrs/cabinets,  protected  by  guards,  and  controlled  by  person¬ 
nel  screening  and  visitor  registers. 

Retentloa  and  disiKwal:  Records  are  retained  for  the  entire  time 
member  is  in  a  missing  or  prisoner  status.  If  member  is  returned  to 
mihtary  control  ,  files  are  returned  to  military  pay  jacket  (active 
duty)  If  member  is  declared  killcd-in-action,  file  is  processed  as 
death  case,  retained  at  AFAFC  for  3  1/2  years,  then  retired  to 
Denver  Federal  Archives  and  Record  Center,  and  destroyed  6  years 
after  final  closing  date.  Destruction  is  by  shredding,  mascerating, 
pulping,  tearing,  or  burning. 

System  managerfs)  nad  addrem:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  Accounting  and 
Finance  United  States  Air  Force  (USAF). 

NotifleatiM  praccdarc:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279,  telephone  (303) 
320-7533.  The  requester  should  be  al^  to  provide  sufficient  proof 
of  identity,  such  as  name,  social  security  number,  drivers  license, 
military  status,  duty  station  or  place  of  employment  or  other  infor¬ 
mation  verifiabk  from  the  record  itself. 

Record  access  pracedares:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
tekphone  (303)  320-7553.  The  requester  should  be  abk  to  provide 
sufficknt  proof  of  identity  such  as  name,  social  security  number, 
drivers  license,  military  status,  duty  station  or  place  of  employ¬ 
ment,  or  other  information  verifiabk  from  the  record  itself. 

Contesting  record  procednres:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial, 
educational  and  medical  institutions;  automated  system  interfaces; 
police  and  investigating  officers;  the  public  media;  and  the  bureau 
of  motor  vehkks. 

Systems  exempted  from  certain  provisloas  ol  the  act:  NONE 
F17708  OEACYVe 

System  name:  17708  OEACYVC  Claims  case  ffle  •  death  gratuity 
records 

System  kcatka:  Air  Force  Accounting  and  Finance  Center, 
Lowiy  AFB,  Denver,  CO  80279.  and  at  the  Denver  Federal 
Archives  and  Record  Center  building  48,  Denver  Federal  Center, 
Denver,  CO  80225. 

Categories  ol  indlvldnals  covered  by  the  system:  Deceased  active 
duty  and  former  active  duty  Air  Force  members;  dependents  of 
deceased  air  force  members;  benefkiaries  of  deceased  Air  Force 
members;  next  of  kin  of  deceased  Air  Force  members. 

Categories  ol  records  In  the  system:  Includes  but  not  limited  to  the 
following  claim  certifkation  and  vouchers  for  death  gratuity  pay¬ 
ments;  claim  for  unpaid  compensation  of  deceased  members  of  tlte 
uniformed  servkes;  reports  of  casualty;  travel  vouchers;  travel  or¬ 
ders;  military  pay  and  allowance  vouchers;  wage  and  tax  state¬ 
ments,  miscellaneous  income  statements;  divorce  decrees;  guardi¬ 
anship  papers;  death  certifkates;  birth  certificates;  military  pay 
records,  statements  of  servke;  mffitary  pay  orders;  employees:  ex¬ 
emption  for  dependents  certifkates;  authorizations  to  start  ,  stop  or 
change  allotments;  mailing  address  payment  options  for  Joint 
Uniform  MBitary  ^y  System  (JUMPS);  authorizations  to  start  or 
stop  bask  allowance  for  quarters  credit;  document  transmittals 
iJUMPS);  military  pay  orders  transfer  in;  requests  and  authoriza¬ 
tions  to  pay  bask  allowance  subsistence  and  separate  rations; 
records  of  emergency  data;  records  of  accounting  and  finance  of¬ 
fice  authorized  payments,  JUMPS;  assignments  of  assistance 
responsibility,  kave  and  earnings  statements;  acknowkdgments 


and/or  transfers  of  casualty  assistance  cases;  records  of  travel  pay¬ 
ments;  special  orders;  record  of  courts-martial;  per  dkm  work 
sheets;  marriage  Ikenses;  proceedings  of  homicide  trials;  court 
records;  promotion  orders;  personal  ktters  from  deceased  member 
to  claimant;  applkations  for  commercial  insurance;  pay  and  allot¬ 
ment  information  on  deceased  members;  affidavits  in  support  of  in 
local  parentis  relationships;  pay  adjustment  authorizations;  bills  of 
kding;  affidavits  by  natural  custodian  for  claim  on  behalf  of  minor 
children;  tax  certifkate  statements;  paternity  admissions  state¬ 
ments;  social  security  wage  adjustment  data;  leave  records;  claims 
for  unpaid  pay  and  allowances  of  deceased  member  of  the 
uniformed  servkes  where  there  is  no  designated  benefkiary  of  the 
claimant;  returned  check  records;  allotment  reports;  proof  of  adop¬ 
tion;  and  pubik  vouchers  for  purchases  and  servkes. 

Antharity  far  maintenance  at  the  system:  10  USC  1475-1480;  10 
use  2771 

Routine  uses  af  records  maintained  in  the  system,  incloding  catego¬ 
ries  of  naers  and  the  pnrpaaes  af  such  osca:  The  purposes  of  the 
record  system  are  to  compute  death  gratuity  payments  and  pay¬ 
ments  of  unpaid  pay  and  allowances  and  to  determine  the  proper 
benefkiaries  thereof.  Vouchers  and  supporting  documents  are  for¬ 
warded  to  accounting  and  finance  offkes  for  payment,  with 
authorizations  for  local  Accounting  and  Finance  Offkes  to  pay 
death  gratuitks.  Copks  of  records  or  requested  information  are 
furnished  to  other  agencks,  such  as  but  not  limited  to  Internal 
Revenue  Servke  (IRS),  Social  Security  Administration  (SSA),  and 
the  Veterans  Administration  (VA),  and  to  state  and  local  agencks. 
Information  is  used  by  such  enthks  to  determine  any  obligations, 
benefits  and  privfleges  under  their  jurisdktion.  Records  are 
furnished  to  the  General  Accounting  Offke  and  the  Comptrolkr 
General  for  determination  purposes  regarding  proper  benefkiaries 
and  for  audit.  Information  is  furnished  to  memiKrs  of  Congress  for 
replks  to  their  constituents  and  for  kgislative  purposes.  Certified 
copks  of  past  pay  records  are  furnished  to  attorneys  representing 
potential  benefkiarks.  Disclosures  are  made  pursuant  to  the 
Freedom  of  Information  Act.  Disclosure  to  the  Department  of 
Justke  for  criminal  prosecution,  civB  litigation  or  investigation. 

foikks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dlsporing  of  records  in  the  system: 

Storage:  Maintained  in  fik  folders. 

Rctrkvablllly:  FOed  by  Name,  Social  Security  Number  (SSN)  or 
Military  Servke  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsibk  for  servking  the  record  system 
in  performance  of  their  offkial  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  fik 
containers/cabinets,  protected  by  guards  and  controlkd  by  person¬ 
nel  screening  and  visitor  registers. 

Retentfoa  and  disposal:  Retained  at  Air  Force  Accounting  and 
Finance  Center  for  3  1/2  years  after  closing  date.  Folder  is  then 
forwarded  to  Denver  Federal  Archives  and  Records  Center  and 
destroyed  six  years  from  final  closing  date.  Destruction  is  by 
shredding,  tearing,  mascerating,  pulping,  or  burning. 

System  maaagcr(>)  and  addrem:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  Accounting  and 
Finance  United  States  Air  Force  (USAF). 

Notifkatlon  procednre:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279,  tekphone  (303) 
329-7553.  The  requester  should  be  abk  to  provide  suffkknt  proof 
of  identity,  such  as  name,  social  security  number,  drivers  Ikense, 
military  status,  duty  station  or  place  of  employment  or  other  infor¬ 
mation  verifiabk  from  the  reco^  itself. 

Record  aceem  proccdaivs:  Request  from  individuals  should  be  ad¬ 
dressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
tekphone  (303)  320-7553.  1^  requester  should  be  abk  to  provide 
suffkknt  proof  of  identity,  such  as  name,  social  security  number, 
drivers  Ikense,  military  status,  duty  station  or  place  of  employment 
or  other  information  verifiabk  from  the  record  itself. 

Cantesting  record  proccdarcs:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  educational 
and  medkal  institutions,  automated  system  interfaces,  poUce  and 
investigating  offkers,  tte  pubUc  mediia,  a  state  or  Ircal  govern¬ 
ment,  witnesses,  and  source  documents  (such  as  reports)  prepared 
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on  behalf  of  the  Air  Force  by  boards,  committees,  panels,  auditors, 
and  so  forth. 

Systems  caempted  from  certain  provisions  ol  the  act:  NONE 
F177M  OEACYVD 

System  name:  17708  OEACYVD  Indebtedness  and  claims 

System  locatloa:  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB,  Denver,  CO  80279.  Denver  Federal  Archives  and 
Record  Center  Bldg  48  Denver  Federal  Center,  Denver,  Colorado 
8022S. 

Categories  ol  iadividnals  covered  by  the  system:  Active  duty  mili¬ 
tary  personnel.  Air  Force  civilian  employees.  Former  Air  Force 
civilian  employees.  Air  Force  Reserve  and  Air  National  Guard  per¬ 
sonnel.  Retired  Air  Force  military  personnel.  Air  Force  Academy 
cadets.  Dependents  of  military  personnel.  Exchange  Officers. 
Foreign  nationals. 

Categorin  of  records  in  the  system:  Records  of  current  and 
former  military  members  and  civilian  employees  pay  accounts 
showing  entitlements,  deductions,  payments  made,  and  any  in¬ 
debtedness  resulting  from  deductions  and  payments  exceeding  en¬ 
titlements.  These  records  include,  but  are  not  limited  to,  individual 
military  pay  records,  substantiating  documents  such  as  military  pay 
orders,  pay  adjustment  authorizations,  military  master  pay  account 
print  out  from  Joint  Uniform  Military  Pay  System  (JUMPS), 
records  of  travel  payments,  financial  record  data  folders,  miscel¬ 
laneous  vouchers,  personal  financial  records,  credit  reports, 
promissory  notes,  individual  flnancial  statements,  and  correspon¬ 
dence.  Applications  for  waiver  of  erroneous  payments  or  for  remu- 
sion  of  indebtedness  with  supporting  documents,  including  but  not 
limited  to,  statements  of  financial  status  (personal  income  and  ex¬ 
penses),  statements  of  commanders,  statements  of  Accounting  and 
Finance  Officers,  correspondence  with  members  and  employees. 
Claims  of  individuals  requesting  additional  payments  for  services 
rendered  with  supporting  documents  including,  but  not  limited  to, 
time  and  attendance  reports,  leave  and  earnings  statements,  travel 
orders,  travel  vouchers,  statements  of  non-availability  of  quarters 
and  mess,  paid  receipts,  and  correspondence  with  members  and 
employees.  Delinquent  accounts  receivable  from  base  Accounting 
and  Finance  Officers  including,  but  not  limited  to,  returned  checks, 
medical  services  billings,  collation  records,  and  summaries  of  the 
Air  Force  Office  of  Special  Investigation  and  Federal  Bureau  of  In¬ 
vestigation  reports.  Reports  from  probate  courts  regarding  estates 
of  deceased  debtors.  Reports  from  bankruptcy  courts  regarding 
claims  of  the  US  against  debtors. 

Authority  tor  malntcaancc  of  the  system:  31  USC  9S1-9S3;  10  USC 
2774;  10  USC  9837  (d);  5  USC  5584;  12  USC  1713m. 

Roudne  uses  of  records  maintained  fas  the  system,  iocluding  catego¬ 
ries  of  asers  and  the  purposes  of  such  uses:  The  information  is  col¬ 
lected  to  determine  risibility  for  waiver  of  erroneous  payments  and 
remission  of  indebtedness  or  additional  payments  for  services 
rendered.  Also,  information  is  required  to  attempt  coUection  of  all 
claims  of  the  United  States  for  money  or  property  arising  out  of 
the  activities  of  the  United  States  Air  Force.  Claims  of  the  United 
States  may  be  compromised,  terminated,  or  suspended  when  war¬ 
ranted  by  information  coOected.  The  records  are  used  by,  but  not 
limited  to.  Air  Force  Accounting  and  Finance  Center  (AFAFC) 
Director  of  Accounting  and  Fmance  and  Deputy  Director  of  Ac¬ 
counting  and  Finance  (HQ  USAF/ACF),  Assistant  Secretary  of  the 
Air  Force  for  Manpower  and  Reserve  Personnel  (SAF/MR),  United 
States  Air  Force  Comptroller  (HQ  USAF/AC),  and  the  Comptroller 
General.  AFAFC/CC  uses  the  information  to  make  final  determina¬ 
tions  or  recommendations  to  SAF/MR,  HQ  USAF/AC,  or  the 
Comptroller  General;  to  furnish  legal  advice  to  operating  officials; 
to  establish  debts  and  respond  to  letters  received  from  individuals. 
After  action  is  completed,  ffles  are  closed  and  filed  in  individual 
records.  SAF/MR,  HQ  USAF/AC  and  the  ComptroDer  General  use 
the  foes  for  making  final  determinations.  Disclosures  made  pur¬ 
suant  to  the  Freedom  of  Information  Act  Disclosures  to  the  De¬ 
partment  of  justice  for  criminal  prosecution,  civO  litigation  or  in¬ 
vestigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,' 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  fOe  folders  and  on  magnetic  cards. 

Retrievability:  Filed  by  Name. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person(s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  are  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  fOe 


containers/cabinets,  protected  by  guards  and  controlled  by  person¬ 
nel  screening  and  visitor  registers. 

Retention  and  disposal:  Retained  in  office  files  for  one  year  after 
annual  cut-off,  transferred  to  the  Denver  Federal  ArcUves  and 
Record  Center  for  nine  additional  years,  and  then  sold  to  salvage 
paper  companies  to  be  destroyed  by  shading,  tearing,  mascerat- 
ing,  pulping  or  burning. 

System  managcr(s)  and  addrem:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  Accounting  and 
Finance  United  States  Air  Force  (USAF). 

Notification  pmedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Denver,  CO  80279,  telephone  (303)  320-7553. 
Requester  should  be  able  to  provide  sufficient  proof  of  identity, 
such  as  name.  Social  Security  Number,  military  status  ,  duty  sta¬ 
tion  or  place  of  employment,  or  other  information  verifiable  from 
the  record  itself. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Denver,  CO  80279,  telephone  4303) 
320-7553.  Requester  should  be  able  to  provide  sufficient  proof  of 
identity,  such  as  name.  Social  Security  Number,  military  status  , 
duty  station  or  place  of  employment,  or  other  information  verifia¬ 
ble  from  the  record  itself. 

Contesting  record  procedures:  The  'Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  and 
medical  institutions;  automated  system  interfaces;  police  and  in¬ 
vestigating  officers;  the  public  media;  a  state  or  local  government; 
and  source  documents  (such  as  reports)  prepared  on  behalf  of  the 
Air  Force  by  boards,  committees,  panels,  auditors,  and  so  forth; 
credit  bureaus;  Bureau  of  Employees  Compensation,  Veterans  Ad¬ 
ministration;  Social  Security;  Internal  Revenue  Service;  Federal 
Housing  Administration;  health  insurance  companies;  U.S.  Army 
Finance  and  Accounting  Center;  Navy  Finance  Center;  Base  Ac¬ 
counting  and  Finance  Officers,  Major  Commands;  (TomptroUer 
General;  and  correspondence  with  individual  concerned  or  his 
representative. 

Systems  exempted  from  certain  provisioas  of  the  act:  NONE 
F17709  OEACYVA 

System  name:  17709  OEACYVA  Reports  of  Survey. 

System  location:  At  Air  Force  Accounting  and  Finance  Center 
Lowry  AFB,  Denver  CO  80279.  Headquarters,  of  the  United  States 
Air  Force,  major  commands  and  major  subordinate  commands.  Air 
Force  installations. 

Categories  of  individuals  covered  by  the  system:  Air  Force  active 
duty  officer  and  enlisted  personnel.  Air  Force  civilian  employees 
and  former  employees.  Air  Force  Reserve  and  Air  National  Guard 
personnel.  Retired  Air  Force  military  personnel.  Air  Force  Acade¬ 
my  cadets.  Exchange  Officers. 

Categories  of  records  in  the  system:  Records  include  but  are  not 
limited  to  documentation  of  facts  developed  and  liability  ascer¬ 
tained  pertaining  to  loss  of,  or  damage  to.  Air  Force  owned  or  con¬ 
trolled  property.  Records  are  reports  of  survey;  government  proper¬ 
ty  lost,  damaged  (GPLD)  survey  certificate;  reports  of  survey  re- 
^ster,  survey  Officers  :  reports  of  investigation,  depositions,  af¬ 
fidavits,  exhibits  such  as  appraisals,  reports,  record  copies,  records 
of  property  maintenance,  historical  and  other  inspection  reports, 
procurement  records,  security  forces  investigation  reports,  fire  de¬ 
partment  and  community  and  state  poUce  reports,  and  Judge  Ad¬ 
vocate  General  opinions. 

Authority  for  maintenance  of  the  system:  10  USC  9832,  9835;  37 
USC  1007,  32  USC  710 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  the  purposes  of  Uie 
record  system  are  to  determine  responsibility  and  pecuniary  liability 
and  to  adjust  accountability  for  the  loss,  damage,  or  destruction  of 
public  property  under  Air  Force  control.  The  category  of  users  and 
uses  include  but  are  not  limited  to:  Department  of  Defense  and  Air 
Forcee  components;  other  federal  agencies,  including  but  not 
limited  to  the  Department  of  Justice  for  criminal  prosecution,  civil 
litigation,  or  investigations;  the  Federal  Bureau  of  Investigation  for 
investigation  of  possible  criminal  violations;  and  the  Internal 
Revenue  Service  for  tax  determinations  resulting  from  Air  Force 
adjudications  of  pecuniary  responsibility;  the  Civfl  Service  Com- 
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missioo  for  personnel  rnSnatMocnf  fnnctioni;  and  state  and  local 
courts  and  law  enforcement  agencies.  Tbe  report  of  survey  is  used 
to  record  and  present  facts  in  support  of  a  detenaination  of  pecuni¬ 
ary  liability  and  to  serve  as,  or  support,  a  property  adjustment 
voucher.  The  GPLD  Survey  certificate  is  used  to  aut^rize  adjust¬ 
ment  of  property  records  of  government  property  when  a  report  of 
survey  is  not  required.  The  facts  recorded  may  be  used  in  establish¬ 
ing  cause  of  loss  or  damage  to  private  or  government  property.  Dis¬ 
closures  made  pursuant  to  the  Freedom  of  Information  Act. 

Policies  and  practices  for  storing,  rctricviag,  arreming,  rcUiaiag, 
and  dtsp  Bring  of  records  in  the  system: 

Storage:  Maintained  in  file  folders,  in  note  books/binders,  in  visi¬ 
ble  file  binders/cabinets,  in  card  files. 

Rctrievabilky:  Filed  by  other  identification  number  or  system 
identifier.  Conventional  indices  keyed  to  name. 

Safeguards:  Records  are  accessed  by  person(s)  responsible  for 
servicing  the  record  system  in  performance  of  ttieir  official  duties 
who  are  properly  screened  and  cleared  for  need-to-know.  Records 
are  stored  in  security  file  containers/cabinets,  in  safes,  vaults, 
locked  cabinets  or  rooms.  Records  are  protected  by  guards. 
Records  are  controlled  by  personnel  screening  and  by  visitor  re¬ 
gisters.  Files  are  given  the  same  protection  as  the  property  ac¬ 
countability  records  with  which  they  are  associated. 

Reteution  and  dlepMl:  Files  are  destroyed  three  years  after  final 
action  if  pecuniary  liability  is  not  assessed,  and  three  years  after 
collection  or  ten  years  alter  final  action,  whichever  is  sooner. 
Destruction  of  unclassified  reports  may  ^  made  by  shredding. 
Classified  reports  must  be  destroyed  in  presence  of  Records 
Management  Officers  by  shredding,  pulping,  macerating,  or  bum- 
ing. 

System  maaagcr(s)  and  addrsm:  Comptroller  of  the  Air  Force, 
He^quarters  United  States  Air  Force.  Director  of  Accounting  and 
Finance  United  States  Air  Force  (USAF). 

Natfficatloa  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Denver,  CO  80279,  telephone  (303)  320-7SS3.  Infor¬ 
mation  pertaining  to  geographically  dispersed  elements  of  the 
record  system  may  be  obtained  from  the  documentation  manager  at 
the  appl^able  Air  Force  component  listed  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  F(Mt:ee  systems  notice. 
Requester  must  present  sufficient  proof  of  identity,  such  as  full 
name,  social  security  number  (SSN),  military  or  civilian  status  and 
grade,  and  approximate  date  and  location  of  incident  involving  re¬ 
port  of  survey  or  other  information  verifiable  from  the  record  it¬ 
self. 

Rccard  access  procedures:  Requests  should  be  addressed  to 
AFAFC/DAD,  Denver,  CO  80279,  telephone  (303)  320-7333. 
Requester  must  present  sufficient  proof  of  identity,  such  as  full 
name,  SSAN,  miUtary  or  civilian  status  and  grade,  and  approximate 
date  and  location  of  incident  involving  report  of  survey  or  other  in¬ 
formation  verifiable  from  the  record  itself. 

Contestlag  rccard  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  police  and 
investigating  officers,  the  public  media,  the  bureau  of  motor  vehi¬ 
cles,  a  state  or  local  government,  an  international  organization,  a 
con>oration,  witnesses,  or  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth.  Information  iJso  obtained  from  Air  Force 
property  records. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
ri77I8  OEACYVA 

Syteem  name:  17718  OEACYVA  Account  receivable  records  main¬ 
tained  by  Accounting  &  Finance 

System  locatioa:  Air  National  Guard  activities.  Accounting  and 
Finance  Offices  at  Air  Force  bases.  Air  Force  Reserve  units,  in  the 
appendix  to  the  Air  Force’s  systems  notice.  At  Air  Force  com¬ 
ponents  listed  in  the  Department  of  Defense  directory  in  the  appen¬ 
dix  to  the  Air  Force  system  notice,  Denver  Federal  Archives  and 
Record  Center.  Bldg  48,  Denver  Federal  Center,  Denver,  CO. 
80223. 

CategorisB  of  Mfriduals  covered  by  the  system:  Active  duty  mili¬ 
tary  personnel.  Air  Force  civilian  employees  and  former  employees. 
Air  Force  Reserve  and  Air  National  Guard  personnel.  Retired  Air 


Force  military  iiersoniieL  Union  or  Association  management  per¬ 
sonnel.  Contracting  officers  and  represenUtives.  Air  Force  Acade¬ 
my  cadets.  Dependents  of  military  personnel.  Foreign  Nationals 
residing  in  the  United  States.  American  Red  Cross  personnel.  Peace 
Corps  and  State  Department  personnel.  Exchange  Officers.  And 
other  individuals  who  may  be  mdebted  to  the  Air  Force. 

Categories  of  records  in  the  ^etem:  Records  maintained  by  the 
system  include  but  arc  not  limited  to  documentation  pertaining  to 
telephone  biHs,  utility  bills,  check  issue  discrepancies,  dishonored 
checks,  postal  fund  losses,  reports  of  survey,  freight  losses  in  ship¬ 
ments,  involuntary  collections,  erroneous  payments,  property 
losses  and  damages,  administratively  ascertained  indebtedness  of 
Airmen,  withholding  for  subsistence  and  other  supplies,  losses  of 
funds,  government  losses  in  shipments,  unauthorized  allotment  pay¬ 
ments,  setoff  of  final  pay,  detentions  of  pay  by  reason  of  courts 
martial  or  forfeiture  or  fines  documentation. 

Antbority  (or  maintenance  of  the  system:  3  USC  3312-3314;  10 
use  86-89;  10  USC  836;  10  USC  9832;  10  USC  9837(b);  31  USC 
71;  31  USC  82(a);  31  USC  93;  31  USC  492(a)-(c);  37  USC  1007(b). 
(e).(f).(g);  40  USC  721-729;  49  USC  1  et.  Seq.;  3  USC  332. 

Routine  nscs  of  records  maintatoed  in  the  system,  teclodtng  catego- 
rfas  tl  users  and  the  purposes  of  sneh  uses:  Records  are  used  to  sup¬ 
port  customer  billings  and  collections.  Recipients  of  information 
from  the  record  system  include,  but  are  not  limited  to,  the  Comp¬ 
troller  General  and  the  General  Accounting  Office  (for  opinions  and 
audits);  credit  bureaus  (for  credit  investigations);  Internal  Revenue 
Service  (for  determination  of  tax  babflities);  Office  of  Special  in- 
vestigations-USAF,  Federal  Bureau  of  Investigation,  US  Secret 
Service,  state  and  local  law  enforcement  authorities  (for  criminal 
investigation  and  civd  court  proceedings);  trustees  in  bankruptcy; 
Veterans:  Administration  (for  its  Administration  of  laws  pertaining 
to  veterans:  benefits);  correspondence  with  all  of  the  above  and 
their  dependents  and  survivors  and  to  members  of  the  general 
public  as  required  by  the  Freedom  of  Information  Act.  Disclosures 
are  also  made  to  the  Department  of  Justice  for  criminal  prosecu¬ 
tion.  civil  litigation  or  investigation  and  to  other  Air  Force  and  De¬ 
partment  of  Defense  components  for  identification  of  and/or  ap¬ 
propriate  action  on  personnel  subject  to  check  cashing  privileges. 

Pullcles  and  practices  lor  storing,  retrieving,  acceming,  retaining, 
and  dkposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders,  in  note  books/binders,  in  visi¬ 
ble  file  binders/cabinets,  in  card  files  and  on  computer  magnetic 
tapes. 

RctrlevabUily:  Filed  by  Name,  Social  Security  Number  (SSN), 
Military  Service  Number  or  CivQain  Payroll  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system.  Records  are  accessed  by  personU)  responsible  for  servicing 
t^  record  system  in  performance  of  their  official  duties.  Records 
are  accessed  by  authorized  personnel  who  are  properly  screened 
and  clegred  for  need-to-know.  Records  are  stored  in  security  file 
containers/cabinets  or  locked  cabinets  or  rooms.  Records  are  pro¬ 
tected  by  guards.  Records  are  controlled  by  personnel  screening 
and  by  visitor  registers. 

Reteutloa  aud  disposal:  Retention  is  for  up  to  five  years  or  until 
discrepancies  are  cleared.  Destruction  is  accomplished  by  tearing, 
shredding,  pulping,  macerating,  or  burning. 

System  mauagerts)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  of  Accounting  and 
Finance  USAF;  Accounting  and  Finance  Officers  at  Air  Force  in- 
staOationB. 

Notification  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD.  Denver  CO  80279,  telephone  (303)  320-7333.  Infor¬ 
mation  pertaining  to  geographically  dispersed  elements  of  the 
record  system  may  be  obtained  from  Documentation  Managers  at 
the  applicable  Air  Force  component  Usted  in  the  Department  of 
Defense  directory  to  the  Air  Force  system  notice.  T^  requester 
should  be  able  to  provide  sufficient  proof  of  identity,  such  as 
name,  social  security  number,  service  number,  military  status,  duty 
station  or  place  of  employment,  or  other  information  which  may  be 
verified  from  the  record  itself. 

Record  access  procedures;  Requests  from  individuals  should  be 
addressed  to  AFAFC/DAD,  Denver  CO  80279,  telephone  (303)  320- 
7333.  Information  pertaining  to  geographically  dispersed  elements 
of  the  record  system  may  be  obtained  from  Documentation 
Managers  at  the  applicable  Air  Force  component  listed  in  the  De¬ 
partment  of  Defense  directory  to  the  Air  Force  system  notice.  The 
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requester  should  be  abk  to  provide  suffkieiit  proof  of  identity, 
such  as  name,  social  security  number,  servke  number,  military 
status,  duty  station  or  place  of  employment,  or  other  information 
svluch  may  be  verifkd  from  the  record  itself. 

Contesting  record  procednrea:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager 

Record  source  categories:  Information  obtained  from  previous  em¬ 
ployers,  financial  institutions,  educational  institutions,  medical  in¬ 
stitutions.  trade  associations,  polke  and  investigating  offkers,  the 
bureau  of  motor  vehicks,  a  state  or  local  government,  international 
organization,  a  corporation,  witnesses,  source  documents  (such  as 
reports)  prepared  on  behalf  of  the  Air  Force  by  boards,  commit¬ 
tees,  panels,  auditors,  and  so  forth.  Charges  and  invokes  from 
other  Air  Force  and  Department  of  Defense  components  at 
Headquarters,  major  command  and  base  kvels;  Internal  Revenue 
Servke;  Soci^  Security  Administration;  and  Veteran's  Administra¬ 
tion. 

Syalcms  cicaptcd  from  certala  prevkkas  of  the  act:  NONE 
F17720  SGHC  A 
System  name:  Control  Logs 

S^ratem  locatlan:  At  Air  Force  hospitals,  medkal  centers  and 
climes.  Offkial  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  the  Air  Force’s  systems  notke. 

Categorks  of  Indivldoab  covered  by  the  system:  Dependents  of 
military  personnel. 

AO  personnel  authorized  treatment  in  a  military  medkal  facility 

Categorks  of  records  in  the  system:  Controls  for  payment  of  sup- 
pkmental  medical  care  and  civilian  medkal,  dental  and  veterinary 
care 

Anthority  lor  malntenaacc  of  the  system:  10  DSC  8012 

Rootlac  nscs  of  records  maintained  in  the  system,  Including  catego¬ 
rks  af  users  and  the  purposes  of  such  uses:  To  insure  duplication  of 
payment  to  provider  is  not  made 

Polkks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dkposlng  of  records  in  the  syskm: 

Storage:  Maintained  in  fik  folders. 

Maintained  in  note  bookaA>inders. 

Maintained  in  card  fOes. 

RetrievabiUty:  FOed  by  Name. 

Fikd  by  Social  Securi^  Account  Number  (SSAN). 

Filed  by  Military  Service  Number. 

Safeguards:  Records  are  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsibk  for  servking  the 
record  system  in  performance  of  their  offkial  duties. 

Records  are  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  disposal:  Retained  in  offke  fiks  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pkces,  shredding, 
pulping,  macerating,  or  burning. 

System  maaagcffs)  and  addrem:  Medkal  Service  Account  Of¬ 
fkers  at  all  Clinks,  Hospitals,  Medkal  Centers 

Notlfkatioa  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatestlag  record  procedures:  The  Air  Force’s  ruks  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categories:  Information  obtained  from  financial  in¬ 
stitutions. 

Information  obtained  from  medkal  institutions. 

Information  obtained  from  source  documents  (such  as  reports) 
prepared  on  behalf  of  the  Air  Force  by  boards,  committees,  panels, 
auditors,  and  so  forth. 

Systems  exempted  from  certain  provisiens  of  the  act:  NONE 
ri7720  OCGBUZA 

System  name:  Control  log  for  civilian  .medkal  care 

System  kcatloa:  At  Aerospace  Defense  Command  Air  Force  Sta¬ 
tions  stations  offkial  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Air  Forces  systems  notke. 


Categorks  of  kdividnak  covered  by  the  system:  Active  duty  per¬ 
sonnel,  retired  military  personnel,  dependents  of  active  duty  and 
retired  personnel. 

Categories  of  records  in  the  system:  Listing  of  patknts  receiving 
civilian  medkal  care  at  Air  Force  expense.  Giving  date  of  care  and 
nature  of  medkal  probkm. 

Anthority  for  maintenance  of  the  system:  10  United  States  Code 
section  8012,  Secretary  of  the  Air  Force  powers  and  dutks;  dekga- 
tion  by;  compensation. 

Routine  nscs  of  records  maintained  in  the  system,  including  calo¬ 
rics  of  nsers  and  the  pnrposcs  of  such  nscs:  Purpose  for  system  is  to 
prevent  doubk  payment  for  civilian  medkal  care  obtained  at  air 
force  expense.  Users  are  medkal  technkians  at  medkal  aid  stations 
use  of  system  is  to  verify  that  no  prior  payment  has  been  made  and 
that  civSian  medical  care  was  properiy  authorized. 

Polkks  and  practices  for  storing,  retrieving,  acceming,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  note  booksA>inders. 

RetrievabiUty:  Fikd  by  other  identifkation  number  or  system 
identifkr. 

Safeguards:  Records  are  accessed  by  person(s)  responsibk  for 
servicing  the  record  system  in  performance  of  their  official  dutks. 

Retentioa  and  disposal:  Retained  in  offke  fOes  for  one  year  after 
annual  cut-off,  then  destroyed  by  tearing  into  pkces,  shredding, 
pulping,  macerating,  or  burning. 

System  managers)  and  address:  The  senior  medical  technkian  at 
each  Air  Force  station 

Notification  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  the  Systems  Manager. 

fun  name,  date  medkal  care  received,  may  visit  medkal  aid  sta¬ 
tion  and  presenting  valid  identification  card  or  drivers  license. 

Record  accem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Contesting  record  procedures:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Record  source  categorks:  Information  obtained  from  medical  in¬ 
stitutions. 

Systems  exempted  from  certala  provkioas  of  the  act:  NONE 
ri7720  OEACYVA 

System  name:  17720  OEACYVA  Travel  Records 

System  locatioa:  Air  Force  Accounting  and  Finance  Center, 
Lowry  AFB,  Denver,  CO  80279.  accounting  and  finance  offkes  at 
Air  Force  bases,  the  addresses  of  whkh  are  listed  in  the  depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Air  Force  system 
notke;  and  at  the  Denver  Federal  Archives  and  Records  Center. 
Denver  Federal  Center,  Bldg  48,  Denver,  CO,  80225. 

Categorks  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  personnel.  Air  Force  civilian  employees  and  former  employees. 
Air  Force  Reserve  and  Air  National  Guard  personnel.  Retired  Air 
Force  military  personnel.  Air  Force  Academy 
nominees/applkants/cadets.  Senior  and  Junior  Air  Force  Reserve 
Officers.  Dependents  of  military  personnel.  Foreign  Nationals 
residing  in  tlto  United  States.  Exchange  Officers.  Any  other  in¬ 
dividual  in  receipt  of  competent  travel  orders. 

Categorks  of  records  In  the  system:  Documents  include  but  are 
not  limited  to  Yravel  vouchers  and  subvouchers;  travel  allowance 
payment  Usts;  travel  voucher  or  sub  voucher  continuation  sheets; 
vouchers  and  claims  for  dependent  travel  and  dislocation  or  trailer 
allowance;  certifkate  of  government  quarters  and  mess;  multipk 
travel  payments  list;  travel  payment  card;  requests  for  fiscal  infor¬ 
mation  concerning  transportation  requests,  bi^  of  lading,  and  meal 
tickets;  publk  vouchers  for  fees  and  mdeage  of  witnesses;  claims 
for  reimbursement  for  expenditures  on  offkial  business;  claims  for 
fees  and  mikage  of  witness;  certifkations  for  travel  under  clas- 
sifkd  orders;  travel  card  envelopes;  statements  of  adverse  effect- 
utilization  of  government  facflhks;  and  correspondence  relating  to 
the  above  subject  matter. 

Anthority  for  maintenaMx  of  the  system:  37  USC  404-412;  5  USC 
2105,  2106,  5561,  5564,  5701-5708,  5721-5730.  and  5742. 

Routine  uses  of  records  maintained  In  the  system,  Incindlag  catego¬ 
ries  of  users  and  the  purpoMs  of  such  nscs:  The  purposes  for  whkh 
information  in  the  system  is  collected  include  but  are  not  limited  to 
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paying  travel  entitlemenU  and  supporting  the  payment  of  travel  en- 
thleraents  to  mSitary  and  civilian  personnel.  Uses  made  of  the 
records  by  the  paying  Accounting  and  Finance  Office,  other  Ak 
Force  and  Dept  of  Defense  components  include  but  are  not  limited 
to  the  foOowmg:  payment  of  advances;  payment  of  per  diem  at 
temporary  duty  sutions;  settlement  payments  upon  completion  of 
travel;  payment  of  mileage  upon  separation  or  release  from  active 
duty,  consolidation  of  payments,  payment  of  dependents:  travel; 
payment  of  dislocation  or  trailer  allowance;  to  support  a  traveler: s 
entitlement  to  a  specific  rate  of  per  diem;  to  list  multiple  payments 
for  travel  and  temporary  duty  performed  under  like  conditions  and 
circumstances;  as  a  control  record  of  aO  travel  payments  made  to 
an  mdividual;  to  query  the  United  States  Army  Finance  aud  Ac¬ 
counting  Center  for  information  contained  on  transportation 
requests,  bills  of  lading,  and  meal  tickets;  payment  of  fees  and  al¬ 
lowances  to  civilian  witnesses  who  are  not  u.s.  Government  em¬ 
ployees;  payment  of  expenses  incurred  within  and  around  duty  sta¬ 
tions,  supports  the  travel  voucher  in  lieu  of  classified  orders;  up¬ 
dates  leave  records.  Other  users  and  specific  uses  made  by  them  in¬ 
clude  but  are  not  limited  to  Accounting  aud  Finance  Officers,  who 
use  travel  records  to  pay  travel  entitlements  to  military  and  civilian 
personnel  who  perform  official  travel;  traffic  management  Officers, 
who  use  travel  records  to  support  the  issuance  of  transportation 
requests  and  to  support  the  movement  of  household  goods  or  house 
tracer;  Inteinal  Revenue  Service,  which  receives  and  records  infor- 
matioo  concerning  the  payment  of  travel  allowances  which  are  sub¬ 
ject  to  federal  income  tax;  the  Civfl  Service  Commission  which 
uses  the  records  for  personnel  management  functions;  General  Ac- 
countmg  Office  (GAO),  which  uses  travel  records  for  auditing  ac¬ 
tivities  and  for  the  seUiement  of  questionable  travel  claims;  Office 
of  Special  Investigation,  United  States  Air  Force  (OSl).  which  uses 
travd  records  in  the  investigation  of  suspected  fraud  cases;  Air 
Force  Audit  Agency  (AFAA),  which  uses  travel  records  in  per¬ 
forming  routine  audit  activities;  Department  of  Justice  (duclosures 
for  criminal  prosecution,  civil  litigation  or  investigation);  and  dis¬ 
closures  made  pursuant  to  the  Freedom  of  Information  Act. 

Pulkics  and  praedees  far  starteg,  rctrlevtag,  accessing,  retaining, 
and  dlspssing  ml  records  hi  the  system: 

Storage:  Maintained  in  file  folders,  note  books/binders,  visible 
file  brnders/cabinets,  and  card  files. 

RetrlcvsbiUty:  Filed  by  Name,  Social  Security  Number  (SSN)  or 
by  other  identdication  number  or  system  identifier. 

Sategoaids:  Records  are  accessed  by  custodian  of  the  record 
system  and  by  person<s)  responsible  for  servicing  the  record  system 
in  performance  of  their  official  duties  who  arc  properly  screened 
and  cleared  for  need-to-know.  Records  are  stored  in  security  file 
coohuners/cabinets,  safes,  vaults,  and  locked  cabmets  or  rooms. 
Records  are  protected  by  guards.  Records  are  controlled  by  person¬ 
nel  screening  and  by  visitor  registers. 

Retentioa  and  dlsporal:  The  original  voucher  and  related  support¬ 
ing  documents  are  stored  at  the  Air  Force  Accounting  and  Finance 
Center,  Denver,  CO,  for  18  months  and  then  moved  to  the  Denver 
Federal  Archives  and  Records  Center  for  4  years  and  9  months 
after  which  they  are  sold  to  salvage  companies  for  destruction  by 
shredding.  Copies  of  the  original  voucher  and  related  supporting 
documents  are  maintained  by  field  accounting  and  finance  offices 
for  3  years  and  then  destroy^  by  burning,  shredding,  tearing,  pul¬ 
ing  or  macerating. 

System  managerts)  and  address:  Comptroller  of  the  Air  Force, 
Headquarters  United  States  Air  Force.  Director  Accounting  and 
Finance  United  States  Air  Force  (USAF).  At  base  level  tlu;  system 
manager  is  the  local  Accounting  and  Finance  Officer. 

Nodfkatioa  procedure:  Information  as  to  whether  the  record 
system  contains  information  on  an  individual  may  be  obtained  from 
AFAFC/DAD,  Lowry  AFB,  Denver.  CO  80279,  telephone  (303) 
320-7SS3.  Requester  should  be  able  to  provide  sufficient  proof  of 
identity,  such  as  name,  social  security  number,  duty  station,  place 
of  employment,  and  specify  the  accounting  and  disbursing  station 
number,  voucher  number,  date  of  voucher,  or  other  information 
verifial^  in  the  record  itself. 

Rccurd  acccas  pruccdurcs:  Request  from  individuals  should  be  ad¬ 
dressed  to  AFAFC/DAD,  Lowry  AFB,  Denver,  CO  80279, 
telephone  (303)  320-7553.  Requester  should  be  able  to  provide  suffi¬ 
cient  proof  of  identity,  such  as  name,  social  security  number,  duty 
station,  place  of  employment,  and  specify  the  accounting  and 
disbrning  station  number,  voucher  number,  date  of  voucher,  or 
other  information  verifiable  from  the  record  itself. 


Contesting  record  procedorcs:  The  Air  Force’s  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  mdividual  concerned  may  be  obtained  from  the  Systems 
Manager. 

Rocord  soTce  categories:  Information  is  acquired  from  but  not 
limited  to  the  individual  traveler;  related  voucher  documents  such 
as  those  described  above  in  ttie  description  of  categories  of 
records;  Office  of  the  Judge  Advocate;  the  ComptroUcr;Geneial 
Accounting  Office;  Congress;  Accounting  and  Finance  Officers; 
Traffic  Management  Officers;  Consolidated  Base  Personnel  Of¬ 
ficers;  the  Air  Force  Accounting  and  Finance  Center,  and  other  Air 
Force  and  Department  of  Defense  components. 

Systems  exempted  Irmn  certain  provisioas  of  the  act:  NONE 
F17721  ADPMSNA 

System  aame:  Employee  Group  Life  and  Health  Insurance  Plan 

System  lecaliea:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  Air  Force  installations  only.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  tbc  Air 
Force's  systems  notice. 

Categories  of  indWIdusIs  covered  by  the  system:  All  full  time 
Nonappropriated  Fund  employees  enmlled  in  the  plan. 

Categories  of  records  la  the  system:  Copy  of  Personnel  Action 
Request  provided  by  Civilian  Personnel  Office 

Authority  tor  maiatcaaacc  of  the  syttem:  Title  10,  United  States 
Code,  Chapter  803,  Department  of  the  Air  Force,  Section  8012; 
Title  5,  United  States  Code,  Chapter  3,  Powers  Section  301. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  To  pay  insurance  carrier 
billings. 

Polkies  and  practices  lor  stoiing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  tbc  system: 

Storage:  Maintained  in  visible  file  binders/cabincts. 

RctricTabiHty:  Filed  by  Name. 

Safeguards:  Records  arc  accessed  by  custodian  of  the  record 
system. 

Records  are  accessed  by  person(s)  responsible  for  servicing  the 
record  system  in  performance  oi  their  official  duties. 

Records  are  accessed  by  authorized  personnel  who  are  properly 
screened  and  cleared  for  necd-to-know. 

Records  arc  stored  in  locked  cabinets  or  rooms. 

Retentioa  and  dlapoml:  Retained  in  office  files  for  one  year  after 
annual  cut-off.  transferred  to  a  staging  area  for  one  additional  year, 
then  destroyed  by  tearing  into  pieces,  shredding,  pulping,  macerat¬ 
ing,  or  burning. 

Files  are  retained  for  one  year  and  sent  to  the  administrative 
staging  area  for  disposition. 

System  mnaagcffs)  and  addrem:  Comptroller.  Air  Force  Welfare 
Board,  Randolph  Air  Force  Base,  Texas  78148. 

Netffkatlon  procedure:  Requests  from  individuals  should  be  ad¬ 
dressed  to  tbc  Systems  Manager. 

Record  aceem  procedures:  Individual  can  obtain  assistance  in 
gaining  access  from  the  Systems  Manager. 

Coatcstfaig  record  procedures:  The  Air  Force's  rules  for  access  to 
records  and  for  contesting  and  appealing  initial  determinations  by 
the  individual  concerned  may  be  ootained  from  the  Systems 
Manager. 

Record  source  categories:  Personnel  Action  Request,  Air  Force 
Form  2545,  provided  by  Civilian  Personnel  Office. 

Systems  exempted  from  certain  provisions  of  the  act:  NONE 
F17721  DPMSN  B 

System  name:  Employee's  Quarterly  Federal  Tax  Return 

System  locatton:  At  Air  Force  Military  Personnel  Center,  Ran¬ 
dolph  Air  Force  Base,  TX  78148. 

At  Air  Force  installations  only.  Official  mailing  addresses  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  Air 
Force’s  systems  notice. 

Categories  of  indivMaals  covered  by  the  system:  All  Nonap¬ 
propriated  Funds  fuU  time  and  temporary  employees. 

Categories  of  records  in  tbc  system:  PayroD  Data 

Antbmity  fnr  maintenance  nf  the  syatens:  Title  26  United  States 
Code,  Internal  Revenue  Code,  requir^  by  Department  of  tbc  Trea¬ 
sury  Internal  Revenue  Service. 
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